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qt Holder of more speed records than 
any other driver in the world, Ab 
Jenkins, driving his famed Mormon 
Meteor III, smashed 24 marks at 
Bonneville Salt Flats, Utah, July 20, 
1951. Included: 100 miles at 190.6 
m.p.h.; 100 kilometers at 187.7; 200 
kilometers at 191.54. On that blistering 
grind he captured 5 world unlimited 
records, 6 American unlimited, 5 Inter- 
national Class A and 6 American Class A records. And he did it all 
in one day at the age of 68! 

Here’s another unusual record: offices in 8 of America’s top 9 
steel companies, 8 of the 10 largest tobacco companies and 10 of 
the nation’s largest 12 insurance companies use Eastern Papers. 
Why not your office? Your business forms and letterheads will look 
better on clean, crisp, distinctive... 


ATLANTIC BOND 
Fisiicts. PAPER 


Y EASTERN CORPORATION * BANGOR, MAINE 


MADE B 
tterhead for Grantland Rice's selection of Auto Racing's 


ite us on your le 
jou Al ‘Stors, attractively illustrated and suitable for framing. 
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When you seek 


modern business 


efficiency, see the dealer who features 


LC 


You can decrease personnel turnover, simplify office work-flow and in- 
crease employee morale through Steelcase office engineering. Your Steel- 
case dealer will show you how modern office furnishings, tailored to the 
job, will increase efficiency, speed the work of your entire office system. 
He will save you time, money and valuable space. Comfortable, con- 
venient Steelcase furnishings combine smart, modern appearance (a wide 
range of colors, new metallic finishes, matching upholstery and tops) 
with the economy of standardized, interchangeable parts. Why not con- 
sult your Steelcase dealer today and see how economically you can have 
a completely modernized office. 


Voy Look for Steelcase in the classified — 
section of your telephone directory. 


For new ideas in office planning, write for “Tooling Up Your Office’’ STEELCASE 


METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 


June, 1952 


Business Equipment 


OFFICE MANAGEMENT AND EQUIPMENT 


<i et, i &. -¥ a>. Sle oe a. Ce imee sea ib ~~ ey ti Ms a 8 “ne a % Le * 
re ea ‘ n¢ ; : j i . ; a ? 4 
: 3 ? i as eaiaaieer a - 
a F : . a ae e 3 * A P: 
; eS io sy: lieraers ie) apes BG eek ? 
Be, ie La fw joe 4 w dunk c= = a CEN 
2 t's ff £ Mes em ~ 
eee j pas és d - re 
es, Shere ih 3 1 - . oan - " ] Pes a o : | 
ie bs at} = E ae a. 
e ak , e = ; a2 = > a at * a ne Blige ba By i 2 Seer teem, 
* Ss > £4a«~i_aan pee Sos j ae 
, : yy a %, be “ noes ——" H ‘ ' - e. ioe fe ; Ss Fes, 
ee ‘ ——. eg iS Mo inca @ : a Shee ” x 4 , 7 Ks 4 \ % 
Ee oat oe .% Ee Boe. i . =. igs, - — mF, 
~ oe * 7 — ‘ ~~ . = : oe 
8 9 Es a ee ae i | i 
ain pbs cy al : ae — wat ST ale Pog: 
pe i —< ss on > ae 4 Fen 
i7 6 ae a pare oa it is . ae a 
— i ay p ? ee Bg a... 7 : 
— sa —_—lCU — " oa and p 
Pe. eee ; porn Fi j ae F 5 i * P ™ 3 pc ce (sf an! ; - ‘ 
} ~¢ wee” : 
, 4 7% » Sabi re ~~ ‘ os a 4 
is bs ; 5. _ ae, ne #1 | : ‘ f & ps oy ce oe a or ae “ 
iy 3 a : Sm ee a — aS ‘ - ae ‘ Y a ¥ ih 
a ¥ = ae ‘ oe Mee. Bes ee F & 1 be ie “ : = a 
x eats Po i aaa ——— es, a . 
tai a eee Ce a p- ‘i et coe - 
- "a a ait “ 3 : q { a . — 
i £ b> rr es 3 d cig a ait J ae 
“iad i | pie eos ; i a 
RS i aa wot ; ee 
i i ae j 5 a ai 
- 3 ig i ae ae fe 
-_ ey ee ae: & . a <3 4 
. a . % , a ’ 
Bee. % Ree ae a #40 
hg ae te ie mite Ls ~~ ‘ ew a 
yg aie 7 ere ei 4 os ; % | ae a 
ee A es ; : sa , (aoe | 
' i estat s : pe ae] a 
* ii f 4 a Nat 
Ab ? Be ty eu 
oo . tin Ge 
non Be ae | 
at oe Oe” 
| | 
“ing 
ited ; 
ter- PF. 
25m as i = a i 
€ * | : % | ed 
: ; ‘his He = 5 
) of Sf : P é r y pia E 
ers. : 
ook 
ee 
' Po 
‘ es " 
Pe eeee—SSCSCis ae. 
ad 
= 


EVER WALK into a good-looking executive office and secretly 
wish you had one like it? An office that’s efficiently laid out and 
smart in appearance seems to say “We're successful”. 


Actually, such offices are good investments in both prestige 
and increased working efficiency. For many years, Macey- 
Fowler have been creating fine executive offices for both 
small organizations and the country’s largest corporations. 
Why not discuss your problem with us—or, better yet, visit 
our new showrooms where you can see “your future 
office” in our “model room” displays. 

If you can’t visit us in person, we'll be glad to send you 
our handsome illustrated catalog and brochure of model 
offices. Address your inquiries to 


~ Mace fowler 


INCORPORATED 


305 EAST 63rd STREET ~ sempteton s-s900 « NEW YORK 21 


BOSTON SHOWROOM: 150 CAUSEWAY STREET 


Fine Executive Furniture in Both Wood and Steel 


—— | 
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OFFICE 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


Since the letter press was new 


“YOU will be interested to know that 
the majority of men in our organiza- 
tion subscribe to Office Management. 
Several of them expressed the opin- 
jon that your technique of summariz- 
ing one or two particular types of 
ofice equipment each month gives 
them the best coverage of any pub- 
lication of this nature.” 

This paragraph is taken from a 
letter received recently by the editor 
of this magazine from an official of 
one of the country’s largest retail 
chains, who had asked for extra clip- 
pings of our monthly Tools of the 
Office feature. 

Comment like this reaches us con- 
stantly from readers who find valu- 
able this round-up of the latest in- 
formation on office equipment, which 
runs as a continuing series. 

Pleased with our readers’ apprecia- 
tion, we remain modest, for compe- 
tence in this service ought to be na- 
tural to a publishing house which has 
been interested in office equipment 
development since 1877, when the 
letter press was big news! 


y) Member of Audit 
Bureau of Circulations 
Member of 
Associated Business Publications 


Volume XIII JUNE, 1952 No. 6 


In this issue 


They Clock Repetitive Office Tasks................ 20 
By Robert B. Wolcott, Jr. 


Offices Walled in Glass . 
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NOMA’s First Coast Conference and Show........... 26 

Sinclair Oil Writes Successful Office Prescription. ... . 32 
By H. K. Darby 
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Equipment Round-Up: Tools of the Office Series... . . 45 


This month: Payroll and bookkeeping machines 
and systems and intercommunicating systems. 
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is unique in its editorial concept and in its exclusive devotion to the 
needs of office management executives of the nation’s largest commercial 
and industrial organizations . . . of city, state and federal agencies. 


It is the only business magazine edited solely for these executives 
concerned with the purchase of office equipment, maintenance and 
operation of the offices of America’s commerce and industry— 
the largest market for office equipment and stationery products. 


Office Executives... 


generally recognize the ability 
of Office Management and 
Equipment to provide the kind 
of authoritative and informative 
editorial material they need 

and want. 


ADVERTISERS 


General magazines always will 
be popular advertising media for 
the manufacturers of office 
equipment, furniture and machines. But more and more 
advertisers are experiencing the advantages of the concentrated 
interest of office executives in the magazine that is edited 
exclusively for them. 


Here is an almost 100%, concentrated audience of the men and firms 
they want to sell. No waste circulation. No scattered shots. 


And because of this select and exclusive office executive readership, 
there is genuine economy in this magazine’s advertising pages 
— more than enough to warrant regular use of dominant space. 


Office 
Management 


AND EQUIPMENT 


The Office Executive’s Own Magazine 


Published by GEYER PUBLICATIONS — 


Established 1877 — Celebrating in 1952 their 75th 
Anniversary as Publishers of Business Magazines. 


212 Fifth Avenue — New York 10, N.Y. 
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WOMEN'S CLUBS, LABOR DEPT. 
LAUNCH PLAN TO EASE 
CLERICAL SHORTAGE 


A plan to ease the growing shortage 
of stenographers and other clerical 
workers is getting started by the De- 
partment of Labor and ten national 
women’s organizations. 

Secretary of Labor Maurice J. To- 
bin, together with Robert C. Good- 
win, director of the Bureau of Em- 
ployment Security and Miss Freida S. 
Miller, director of the Women’s 
Bureau, have launched the plan 
through a series of “pilot projects” in 
cities where the need for workers is 
most severe. The cities thus far se- 
lected are Chicago, Cleveland, Denver, 
Des Moines and Hartford. In each, 
Labor Department officials will work 
in cooperation with the women’s 
groups and state employment services. 
If the plan is successful in these areas, 
it will be extended to other sections 
suffering clerical famine. 


The program in each community 
will be specifically directed toward local 
problems, according to Mr. Goodwin. He 
explained that the women’s organizations 
will assist state employment offices in 
“bringing about a public awareness” 
of the shortage, in the actual recruit- 
ment of women workers, and in “stimu- 
lating the kind of action required for 
their solution.” They will conduct train- 
ing and refresher courses, and call at- 
tention of employers to the availability 
of older women and part-time workers. 


SHORTAGE INCREASED TEN-FOLD 


Mr. Goodwin said shortages of 
stenographers and typists have in- 
creased ten-fold since the start of the 
defense program in 1950. “Reports from 
the state employment services indicate 
stenographers and typists are among the 
hardest to find workers in today’s labor 
market. 


“In February,” he observed, “local pub- 
lic employment offices reported 3,600 job 
openings for stenographers and typists 
which could not be filled in the commun- 
ities where they were needed. Suitable 
applicants to fill these job openings are 
now being sought through out-of-area and 
out-of-state recruitment.” 

There are many women with clerical 
and stenographic skills who are not now 
on the labor market, but who would take 
jobs if part-time employment were avail- 
able in their communities, Miss Miller 
pointed out. “If employers would set up 
part-time jobs so these unused skills 
could be tapped, it would obviously help 
to solve the clerical shortage,” she said. 
She suggested as well the hiring of older 
women, remarking that employers must 
“face the fact that youth is not an essen- 
tial prerequisite to efficient and depend- 
able performance.” 

The women’s groups helping govern- 
ment agencies implement the plan are: 
the American Association of University 
Women, the American Federation of 
Soroptimist Clubs, the General Federa- 
tion of Women’s Clubs, the National 
Council of Jewish Women, the National 
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3 girls-fullday 


The monthly bulletin was a fine 
idea, but raised a problem in the office. 
It took three girls a full day to fold the 
bulletins, when they were needed for 
other jobs... Now, a PB Office Folding 
Machine, and one girl double-folds the 
6,000 copies in less than an hour! 


Eves if you don’t have much to 
fold, or don’t have it often, this Office 
Folding Machine easily earns its cost. 

This new PB office utility can be 
used by anybody after a few minutes 
instruction...is quickly adjustable,with 
the exclusive ‘‘Dial-a-Fold.” Material 
is fed and removed from the same end, 
no bending or walking required. 

Fully automatic and very fast... 
it makes eight basic folds, works with 
sheets from 3x3% to 11x24 inches... 
will put two parallel folds in a letter- 


PITNEY-BOWES 


Folding 
Machine 


Leading makers of mailing machines 
++ Offices in 93 cities. 


«lfS)p 
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«1 girl-one hour! 


size sheet at 10,000 per hour. It takes 
little working space, can be easily stored 
when not in use. And it saves enough 
payroll hours to be a real economy. 
It’s precision-built by Pitney-Bowes, 
leading maker of postage meters, sold 
and serviced from 93 offices in US and 
Canada...Call the nearest PB office for 
a demonstration, or send the coupon! 


Set the light dial for the first fold, dark dial for 
the second... and this folder is ready to run. 


PITNEY-BOWES, Inc., 
2935 Pacific St., Stamford, Conn. 
Send free booklet on Folding Machine to: 


Name 


Firm 


Address 


DO 
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YWCA Board, the National Council of 
Negro Women Inc., the National Federa- 
tion of Business and Professional Wom- 
en’s Clubs, the National Jewish Welfare 
Board, and the United Church Women. 


JOYNT PRAISES 'DECENTRAL' 
MANAGEMENT APPROACH 


A “somewhat revolutionary” approach 
to management control—stressing decent- 
ralization and consultation—was outlined 
last month by J. B. Joynt, manager, Ad- 
ministrative Engineering Department, 
American Enka Corp. 

By consulting with the members of an 
organization, particularly its department 
heads, he said, technical knowledge and 
human relations can best be related to the 


The Ideal Seating For 

- ‘TAKING DICTATION, MINUTES, 
NOTES, etc. 

2 STAFF MEETINGS 

bie GROUP DISCUSSIONS 


TEMPORARY SEATING AND 
WRITING FACILITIES 


EDUCATIONAL PROGRAMS 


e 


_  <Ehe Tablet Arm is the right 
5 height from the sf 


CLARIN. MANUFACTURING COMPANY 


over-all program that management has 
worked out. 

Arriving at ideas through consultation, 
Mr. Joynt explained, enables more and 
more people to “get into the act.” They 
become more “organization minded,” and 
their initial skepticism is more easily 
overcome. 

As practised in the American Enka 
Corp., an “administrative engineering 
committee’—a staff management group 
—sees that the organization’s systems and 
procedures are carried out. But formula- 
tion of the systems and procedures them- 
selves are done at a lower, “decentral” 
level, where the knowledge and advice 
of particular department personnel are 
drawn upon. 

“Don’t try to pose as an expert your- 
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) New TABLET ARM CHAIR 


with the Arm that FOLDS Fiat 


No. 2317W-TA 


Doubly Reinforced 
Steel Frame with 
Plywood Seat and Folds 
Wood Arm. to 3 in. 


Availabie with Seat only or Patents 
Seat and Back upholstered. Pending 


The arm is an integral partof the 

chair—NOT AN ATTACHMENT. 

It may be adjusted to several 

positions — 

1) Raised upright to permit free in- 
gress and egress. 

2) Completely lowered to the side. 

3) Folded flat against the seat for 
compact storage. 

Patented Rubber Feet Prevent Noise 

and Marring of Floors. 


Write for Folder, Prices 
: and AO 


1’ (Cs wee 


Dept. 34° - CHICAGO 44, ILL. 
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self,” Mr. Joynt warned his listeners, 
members of the Office Executives Asgso-~ 
ciation, the New York chapter of NOMA, 
His talk was titled, “Systems and Pro. 
cedures for Management Control.” 

An organization manual would keep 
the decentral system within workable 
bounds, the speaker said. The manyal 
provides co-ordination and continuity 
within the organization, showing “how 
things fit”; it provides a basis for meas- 
uring performance, since each employee 
knows what his neighbor’s duties are, and 
it generally broadens knowledge of the 
company, its structure, systems and aims, 

At Enka, the individual man in each 
section is answerable to his line superior, 
who carries out his portion of the firm’s 
over-all program. These superiors are 
watched by Mr. Joynt’s Administrative 
engineering Department, and work with 
it. 

What is vital, however, is sound or- 
ganization, Mr. Joynt pointed out. Get 
that first, he suggested, and systematize 
afterwards. 

Any later improvements should be 
company-wide, not a matter of “putting 
out small fires,” Mr. Joynt said. These, 
together with revisions of the manual, he 
termed “by-products of program study” 
by management. 

Mr. Joynt began Enka’s reorganization 
in October, 1949, and still has not finished 
the vast project. Nevertheless, he re- 
ported, the company’s management is 
coming closer and closer to its goal of 
“management by exception,” that is, giv- 
ing its attention exclusively to exception- 
al matters and not to a myriad of details 
as was earlier procedure. 

Mr. Joynt has served as assistant to 
Generals Bradley and Somervell, and has 
held administrative-planning and manag- 
erial-control positions in several manu- 
facturing, banking and_ transportation 
companies. 

The American Enka Corp. manufac- 
tures rayon yarn, and has chief offices 
in New York, and Enka, N. C. 


OUR FREEDOM GODLY, WILL 
SURVIVE, WHEELER OF P-B 
TELLS TORONTO MEETING 


Freedom, as it is understood on this 
continent, is presently meeting its sever- 
est test, but will survive because of its 
religious origin, Walter H. Wheeler Jr., 
president of Pitney-Bowes Inc., declared 
recently. 

Addressing the 37th annual meeting of 
the Association of Canadian Advertisers 
at the Royal York Hotel, Toronto, Mr. 
Wheeler discussed the subject “What Do 
We Mean, Freedom?” 

“We could lose our freedom while we 
are fighting and sacrificing to preserve 
it,’ he asserted. “Bloc pressures, expedi- 
ency, sophistication and materialism 
threaten our way of life. But our way is 
the strongest and will survive because of 
our society’s religious heritage and the 
spiritual and material strength of the 
liberated human beings it represents.” 

He listed seven basic elements of @ 
free, dynamic society: 1) an underlying 
religious concept; 2) an aversion to, and 
distrust of, power in any form; 3) @ 


June, 1952 


Ju 


ie 

ee 

_ 

ot By 2 a? m 1g ae ri e ; 
4 2 es 

| | 

% 4 ow ° a 

ah . a” Ao | 

Moa ea 5 i ae ‘ 

mee The Solution to Meny of Your | _ i | 
bs me 4 

ail Seating Problems | = | 

ied e — 

z a ff 

na ‘ ” a ip j 

_ vi an b ? iF | 

a: : Wa 

ak / 

qj a * ‘. * “ 

ly ¥ re 

. | 

re 7 a , ‘ " ‘ | : a 

ae 4 : 

‘ die * es - ty Jf 

via i . me 

a ee q ‘op aide.” er Fe a. 2 

a ln a Ww lh oa aR od i ore SS Paes es oe. Se Poe < iaee ao, | 

ea 8 a se | 

i ean 


s, 
~ 
\. 
~ 
P 
e 
al 
y 
Ww 
S- 
-4 1 
id 
1 Sane i 
. : vas ‘ = ~~ } emma gay ff a oe ee 
Mi =——sdDOODLES in the air may be good for kid 
. DOODLES in the air may be good for kids 
h a “ee ; * iS e ; ‘ | 
« | me DOODLES” fim | aos 
re " are unobserved hessall busi » Fe are aware of the amount of 
J 4 WASTE “doodling” that exists in transcribing the many form 

. MOTIONS... required to do business today. As a consequence of 
. need| : 
e, ; dless extra “doodling”, annual reports reflect increased - 
he “app of production costs and less earnings. © ee 
poem ste P Considerable savings in time and money can be e 4 
on with American Lithofold Planned Business Forms. Planned to 
ed fit your individual needs, they eliminate costly ''doodles,”’ - | ' 
e ‘ r make all working time more productive, speed distribution — ' 
of and afford greater control. See for yourself how ‘Planned 
v- - a . — can do these things for you. | 
ils = 3 | 
to 
as 
g- 
u- 
on 
c- 
es 
1 - 

PY 
Le ; 
1is A 
he 
its ' .«& 
r., \. 
ed . iZ man 
of j ae = ‘ 7 % PS te 
rs zs ss » . . 4 acturers ot LITHOSTRE 
{r, va 2 ee, * s 
fe & 7), es 
a . _ York, Chicago, Detroit, Washington, 
ad | (oes 
i- ae aia , E : 
m ee . 2 ' Without othe new i: Soupany Nome 
t a z ; " lustrated f Ber MN 
he ss FOR FREE COPY OF ; “doodles. workand oe 
oe : ; : ‘ N Signature 

a _ “MOTION STUDY IN LIGHTS” ‘3 Copyright 1952 American Lithofold Comp. 
nd q 
a i 
52 June, 1952 OFFICE MANAGEMENT AND EQUIPMENT 9 


ae, a ‘ a a Lt | ee en —— i. | t - oe A iis Spal be aed — a dmie 
a é : | ae ran — y 
® v 4 
’ 1 it a 
a a z 4 oe 
_ aee 4 ™ © ee — a ae . ae ve ile 


FREE | .12-pace 


ILLUSTRATED REPORT 


JONES & LAUGHLIN 


STEEL CORPORATION Estimates 


$250,000 Annual Savings Using 
XEROX-Multigraph Methods For 
Duplicating Hundreds of Office Forms 


Faced with today’s higher oper- 
ating costs and increasing taxes, 
management welcomes new 
ways to cut costs. 

A survey at Jones & Laughlin 
revealed that by adopting 
XeroX-Multigraph duplicating 
methods they would save ap- 
proximately $250,000 annually 
through a new Decentralized 
Form Duplicating Program. 

The new, dry, revolutionary, 
direct positive xerography proc- 
ess using XeroX copying equip- 
ment, prepares offset paper 


THE HALOID COMPANY 


52-194 HALOID ST., ROCHESTER 3, N. Y. 
BRANCH OFFICES IN PRINCIPAL CITIES 


Rectigraph and Foto-Flo Photo-Copying Machines * Photocopy 
Papers and Chemicalss * Photographic Papers * Negative 


masters in a matter of minutes 
for run off on Multigraph Dupli- 
cators. This enables Jones & 
Laughlin to duplicate their hun- 
dreds of different forms easier, 
faster and cheaper than before. 

The same principles of the 
plan used by Jones and Laughlin 
may be applied to many types of 
business, large and small. , 

Send today for your copy of 
this detailed report. Learn how 
your company can cut duplicat- 
ing costs. 


Materials for the Graphic Arts * XeroX Products for xerography. 
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stimulating hope that says nothing js 
impossible; 4) an expectancy of change: 
5) an abundance of generosity; 6) 4 
strong competitive instinct; 7) insistence 
on responsibility as a qualification for 
leadership. 

He pointed out that these elements 
“exist in unique combination in the great 
free societies known as Canada and the 
United States—and nowhere else do | 
find them, in the same degree, and in the 
same combination. 

“Such generalities as ‘the American 
way’ are inadequate to convey the vital 
differences between the society in which 
we live and believe, and the kind which, 
with its intellectual roots in Marxism, 
now covers so much of the world and 
threatens the rest. Our freedom is some- 
thing we should be very humble about, 
Given our experience—our heritage of 
ideas and natural resources—any other 
people would undoubtedly evolve a simi- 
larly free dynamic society. We are, in 
fact, a mixture of ‘other people.’ We only 
hope that we shall always exhibit a sense 
of world responsibility commensurate 
with our good fortune.” 


STRESSES MORAL CODE 


Concerning a first element of a free 
society, one he called an “underlying re- 
ligious concept,” he said freedom of the 
individual clearly stems from a broadly 
religious concept of life, and a free society 
must depend to the maximum degree on 
a moral code, and to the minimum on 
government law and police enforcement. 

“Even the right to own property is a 
natural corollary of this concept,” he said. 
“Man can hardly be free to live a life of 
his own choosing if he has not the right 
to share in the world’s material resources, 
and in the fruits of his own labor. This 
is the moral root of our economic system. 
It has furnished us with a tremendous in- 
dividual incentive to pioneer, to invent 
and produce, which is the basic reason 
for our material wealth today.” 

Concerning competition, Mr. Wheeler 
said, “Our sense of competition is greatly 
misunderstood in many quarters. It is 
not by any means the ‘dog eat dog’ affair 
that so many people abroad envision when 
they think of ‘competition.’ Nor is it 
merely an attempt to gain a bigger share 
of wealth or glory than someone else. It 
is, in a large measure, the result of in- 
dividual man’s attempt to prove his worth 
to himself—to prove he is realizing his 
potential as a complete, highly regarded 
individual human being. His potential 
being hard to gauge, he readily turns to 
the accomplishments of other individuals 
as the yardstick with which to measure 
his own worth.” 

“Competition,” he said, “like any- 
thing else, can be and is prostituted, 
but in its best form, with government 
acting as the referee and not a Ppat- 
ticipant, it represents the finest enet- 
gizing of all the individuals who to- 
gether form a free dynamic society— 
and the result is great!” 

Pitney-Bowes, Inc., . the postage 
meter manufacturing company which 
Mr. Wheeler heads, has its main offices 
at Stamford,.Conn. 
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“the executive look” 


in matchless hand-finished satin chrome 


No. 731 


Here, in clean smooth symmetry, you see three new tte. 1280 Executive Chelr 
reasons for Royal popularity. Strikingly new is the — So teen ental 
beauty of hand-finished, heavy plate satin chrome foam rubber. 

... lustrous as a fine silver satin fabric. Amazingly No. 1210—Same but with 
strong and durable is the smartly designed square es 

steel tubing. Comfort, always a Royal specialty, is ie ho 4 Bape uel . 
further enhanced by the luxury of finest U. S. niuneit ami aa padded, 


Koylon molded foam rubber. Upholstered only in CNS SOM, 
Royalpoint cloth fabric—7 smart office colors. te Tine Ot a 
No. 731 Side Chair—U.S. Koylon molded foam rubber 
seat and padded, custom-fit back. 
ED No. 931—Same but with Plastelle finish 


metal furniture since '97 


ROYAL METAL MANUFACTURING COMPANY Royal . . . your only single source 


175 North Michigan Avenue, Dept. 66 + Chicago 1 for over 150 metal furniture items. 
New York « Los Angeles + Michigan City, Ind. » Warren, Pa. « Preston and Galt, Ontario 


Settees 
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no more overtime! 


No—never again! Since the boss got the new VUE-FAX Record 
System everything in our office runs smoothly and quickly! 


VUE-FAX VERTICAL VISIBLE RECORD SYSTEM GIVES YOU ALL THE 
FACTS YOUR OFFICE NEEDS, AND KEEPS THEM IN SIGHT.. ALWAYS! 


DO YOU KNOW? 


VUE-FAX is guaranteed to out-perform any other type of record keep- 
ing system, and meets the needs of any industry! It takes up 1/6 the 
floor space, costs 1/6 the price 
of outmoded tray visibles. VUE- 
FAX is the only type of visible 
system adaptable to both ma- 
chine and hand posting. Facts 
are yours through three separate 
margins — Horizontal, Diagonal 
and Vertical, making it unneces- 
sary to interpret figures through 
signals! 


AMAZING FLEXIBILITY! 


VUE-FAX meets changing business requirements. You can alter the 
size and type of card, and the card stock without buying a new system. 
Only VUE-FAX has all these features! 


CUTS COSTS! 


That's what they found out at Ford Motors, U.S. Rubber and many 
other large and small companies . . . VUE-FAX gives you faster refer- 
ence, faster posting—with less personnel! 


WRITE TODAY FOR FULL INFORMATION ON 
HOW VUE-FAX CAN BENEFIT YOUR BUSINESS! 


FAST FACTS with VUE-FAX 


CORPORATION 


88 GOLD STREET © NEW YORK 38, NEW YORK 
‘ 


Distributed In All Principal Cities 
12 OFFICE MANAGEMENT AND EQUIPMENT 
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In Kitty Unfoiled (Reuter & Brag- 
don, Inc., 610 Wood St., Pittsburgh, 
Pa., $3.75) Anson Campbell sets out to 
do an informal portrait of the Ameri- 
can secretary in the present climax of 
her long rise in importance to the offi- 
ces of this country. Mr. Campbell says 
that up to now there has never been 
too clear a picture of the secretary. His 
picture, he feels, can teach the boss 
something new and valuable about a 
girl whom “in most instances he sees 
more than his wife.” In addition, the 
beginning secretary or the girl making 
a choice of careers can gather an idea 
of what the perfect secretary should 
be, for her own guidance to more re- 
sponsibility and more pay. 

The book is written in light, in- 
formal fashion and makes no claim at 
being a scholarly work loaded with 
statistics and other heavy data, despite 
the fact that it is based on a nation- 
wide survey of secretaries by National 
Market Analysis, Inc., of Pittsburgh, 


Standard Pressed Steel Co., Jenkin- 
town, Pa., told its 2,000 employees last 
month that henceforth they were per- 
mitted to smoke. The firm did it 
through a good-humored little booklet 
called No Smoking Allowed—the “No” 
being crossed out with a thick red X. 

“We got just about 100 per cent co- 
operation from the employees,” said 
H. Thomas Hallowell Jr., president of 
this socket-head screw manufacturing 
company. 

A list of fifteen smoking rules inter- 
mingles with cartoons throughout the 
8-page booklet. Rule 7 reads: “Respect 
the rights of non-smokers, particularly 
where people work rather close to- 
gether, as in offices.” Rule 10 requests: 
“In offices, use ash trays,” while No. 
14 instructs: “So arrange your smok- 
ing that production is not hindered.” 
But Rule 15 is simply: “Enjoy your 
smoke.” 


What if an atomic attack destroyed 
a firm’s business records? What if it 
no longer had inventory records, per- 
sonnel records, contracts, vouchers, 
vital drawings, production data and 
specifications? England was severely 
bombed in World War II, and its busi- 
nessmen are still trying to reconstruct 
their records. So much was destroyed 
and what was left is so tangled that 
authorities agree much true recon- 
struction is impossible. Surveys of 
English business and banking, how- 
ever, show that nearly every company 
in Great Britain now has an adequate 
plan for record survival. Could it 
happen here? 

Authors of Technical Manual 851, 
Plan for Record Survival, published by 
Diebold, Inc., Canton, O., think there 
is a good chance of attack. They offer 
a plan for the preservation of vital 
records which they hope businessmen 
will adopt before it is too late. Unlike 
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What do your 


$10,000 A-Year-Men 


think about in Hot Weather ? 


T’S hard for even a hard-driving executive to con- 

centrate on hot, sticky days. You can stop this waste 
overnight, by installing a Fedders Room Air Condi- 
tioner. It costs less than a good desk and chair! 


The handsome, compact Fedders unit fits in the window, 
plugs in like a radio. No pipes, ducts or building 
alterations. Fedders is a complete electrically refriger- 
ated air conditioning system. It cools the air... cir- 
culates and ventilates with never a draft. Fedders 
wrings out excess moisture — up to 30 quarts a day. 
Exclusive Oversize Twin Filters screen out dust, dirt 
and pollen. Relieves hay fever... keeps offices clean. 


There's a Fedders Room Air Conditioner for every size room 
and every need. Look in the Classified Directory under 
“Air Conditioners” for the name of your Fedders 
dealer. He’ll be glad to show you Fedders in action  - 
with more important exclusive features than any other 


make! 


MAIL THIS COUPON TODAY! 
FEDDERS-QUIGAN CORPORATION 
Dept. OM-4, Buffalo 7, N. Y. 


© Please send me your interesting 16-page booklet on Fedders 
Room Air Conditioners, plus specifications and installation data. 


© Please have yout representative call. 


|----------- 
_—————————— 


Name 
Address 
S 
A GREAT NAME IN COMFORT ee ee eee pr Ta eres mired 
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The right point 

for the way you write 
for this desk set 

that needs ink only 


4 times a year 
(in normal desk use ) 


TO SELECT OR 
REPLACE ... HERE’S 
ALL YOU DO 
Finger grip 
never touches ink. 
No chance for ink 
to touch you. 


/ “Ink-Locked” . > i \ 
against accidental ay \ 
spillage. Can't leak. (4 
\ Won't flood. Base holds 
' 4Otimes more | 
\ “ ink than ordinary 
\ - om desk 
\ Sa sets. Easy to 
1 < clean i a 
saucer. 


Ask your stationer for a demonstration 


“4A444" 
DESK PEN SETS __ 


The Esterbrook Pen Company, Camden 1, New Jersey 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet St., East; Toronto, Ontario 


COPYRIGHT 1952, THE ESTERBROOK PEN COMPANY 
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BOOKS AND PAMPHLETS | 
(Continued ) 


the English who have seen destruction 
at first hand, many American manage- 
ment leaders are indecisive, they say, 
When business, military and political 
leaders were asked recently, “Wit 
America be bombed?” 18% said “yes,” 
26% said “possibly,” but 56% “didn’t 
know.” 

Plan for Record Survival calls upon 
management to make a major decision, 
an admittedly difficult and courageous 
decision—the initiation of a thorough 
plan for the protection of records, 

“Because this is a major decision,” 
says the manual, “it must be made by 
the president, executive vice-president 
or executive committee, or whomever 
in the organization feels most keenly a 
sense of responsibility to stockholders, 
insureds, depositors, customers, vend- 
ors, employees and the country as a 
whole.” 


Lending urgency to its appeal, Die- 
bold quotes Senator Brian McMahon, 
Chairman of the Senate Atomic En- 
ergy Committee: “The Russians even 
now have the atomic power to bomb 
twenty to thirty American cities and 
are employing in their atomic projects 
a force larger than the 100,000 that 
work in this field in the United States.” 


It adds a statement by Henry J. 
Taylor, radio commentator employed 
by General Motors: “The United 
States is naked—incredibly naked— 
against a Russian atom bomb attack. 
Incredible as it seems, we do not have 
a single radar-equipped picket boat on 
constant duty anywhere offshore to 
warn our coast and aid our Air Force.” 

What, then, is Diebold’s record sur- 
vival plan? Essentially, it is “duplica- 
tion.” After records have been classi- 
fied as “vital,” “important,” “useful,” 
or “non-essential,” those worth keep- 
ing must be microfilmed—the manual 
rejects other forms of duplication—and 
stored in above-ground vaults in agrar- 
ian states such as Utah, Wyoming, 
North and South Carolina, Mississippi 
or Maine. (Underground vaults may 
flood, the book points out.) Appropri- 
ate machinery must be stored along 
with the records. 

Obtainable from Diebold, Inc., at 
$1.00 per copy the book covers such 
subjects as: the problems of a record 
protection program, which records to 
protect, protection methods, selecting 
equipment, split-risk storage, and plan- 
ning reconstruction. 


An entertaining quarterly called 
Typing Tips has come to our atten- 
tion. Containing sundry information 
on everything from the evolution of 
music, poetry, the dance and our alpha- 
bet to this year’s major league baseball 
schedule, the booklet is actually an 
easy-to-take advertisement for Miller- 
Bryant-Pierce of Aurora, IIl., manu- 

(To page 17) 
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Clean Copy... 


A New High Standard 
Bellaire... in Low-Cost Carbon 
: Paper and Inked Ribbons. 


The Executive Brand. 


Let these New Burroughs 
Carbon Papers and Ribbons 
improve your office machine work 


Burroughs has developed a new and improved line 

of carbon papers, ribbons and other supplies. These 
new products will help offices hold down expenses— 
help business machine operators produce the 

quantity and quality of work expected of them. 

These superior Burroughs carbons and ribbons are 
produced in every price range, to fit all makes of machines, 
and to do every kind of job. Sold only through 
Burroughs representatives, these carbons 

and ribbons are guaranteed by Burroughs 

to do work as you want it done! Why not test 

these new Burroughs products in your office, on 

your machines? There’s no obligation. Just call 

your local Burroughs office, or write Burroughs 
Adding Machine Company, Service 

Mainline... Division, Detroit 32, Michigan, 


For High-Volume, 
Quality Work. 


WHEREVER THERE’S BUSINESS THERE’S 
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NAMES IN INDUSTRY... 
CHOOSE DESK TOP EQUIPMENT! 


BERT M. MORRIS CO. is foremost in the 
field of matched Desk Top Equipment. 


The complete setting shown—pen set, 
memo pad, letter tray, ash tray, and 
phone rest, retail for less than you would 
expect to pay for one fountain pen set. 


MORRISTRAY—One of the most functional 
letter trays on the market. Extra sturdy, 
two point suspension allows quick, easy 
access from the entire front and both sides. 
Available in either letter or legal size, 
tiers may be quickly added—removed— 
or combined. 


BERT M. [\lorris co. 


Dept.OM-6,8651 West Third Street 
les Angeles 48, California 
in Canada: McFarlane Son & Hodgson, Ltd., Montreal, Que. 


THERE 1S NO SUBSTITUTE 
FOR QUALITY. All Morris 
writing sets are equipped 
with iridium tipped points 
and each point is tested 
and approved at factory 
for writeability. 


AVAILABLE IN — GREY — BRONZE — 
WALNUT— MAHOGANY and GREEN 


Desk Top Package Deals —#100 and #200 
Inquire about the surprisingly low cost of 
matching your desk with these items. 
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FOUNTAIN PENS — an effi- 
cient and economical pen 
set with “thread-in” point 
section. A real time and 
money saver in any office. 


BOOK ENDS — at last - 
inexpensive book ends 
to match modern office 
furniture. 


> 


MEMO PADS — available in 
two types. With jewelers 
bronze bar that drops as 
Paper is used, or standard 


box style. { 


MORRISET —The constant 
flowing, finest all - round 
writing implement. Holdsa 
Full 22 ounces of ink. Choice 
of 5 quickly re 
“thread in” points-extra fine, 
fine, medium, broad, stub. 


ASH TRAY—A real He-Man 
ash tray. Glass lined, per- 
fect for any desk or con- 
ference table. 


June, 1952 
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BOOKS AND PAMPHLETS 
(Continued ) 


facturers of typewriter ribbons, carbon 
paper, mimeograph stencils and other 
office items. 

Sandwiched between the jokes and 
cartoons of this 24-page booklet are 
odd facts such as these: a Roman slave 
named Marcus Tullius Tiro invented 
shorthand; the first message sent by 
wireless was simply “s” and the first 
character typed was “w.” Copies are 
available free of charge from Miller- 
Bryant-Pierce. 


During February, March and April 
of this year the magazine American 
Business printed a series of helpful 
articles about business forms. Written 
by Richard Neumaier, a systems ana- 
lyst and consultant, the articles were 
titled Cutting Costs with Better Busi- 
ness Forms. 

The series has been reprinted in 
booklet form to meet the substantial 
number of requests for additional 
copies. The booklets are available at 
50 cents each, or 10 for $3. To order, 
contact Richard Neumaier, 1422 Chest- 
nut St., Philadelphia. 


Simplified Accounts Payable by 
Synchro-Matic is the title of a bro- 
chure newly issued by Remington Rand 
Inc., 315 Fourth Ave., New York. Ex- 
planing how accounts payable work 
can be turned out “on the double,” the 
brochure outlines such time-saving 
features of Synchro-Matic machines as 
the simultaneous posting of voucher 
copies and punching of tabulating 
cards. One keyboard operates both the 
high-speed accounting machine and 
the card-punch in a single operation, 


~ —~— — 1 


Synchro-Matic, subject of 
Remington Rand folder 


the pamphlet states, adding that if 
necessary, reports can be _ tabulated 
from the user’s own punched cards by 
Remington Rand’s Business Services 
Department. 

The firm has also issued Folder DS- 
31B, describing the features of plastic 
Procel Stencils. According to this 
pamphlet the stencils are designed to 
make three times as many copies as 
ordinary stencils, to be unaffected by 
humidity, to make neater corrections 
and to avoid stretching or sticking. 
The folders are free. 
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Only the CWSLG execute 


is adjustable in so many 


ways...so easily! 


B ~ Model 18-A | 


co SCO: 
Executive 
eu $47.50 
é ($49.50*) 
0 4 z°% R$ tee a W sat 
bo eae BaP fi tae a as « . il Po 


® No other chair offers such style, Also these COSCO favorites: 
quality, and value! And no other ex- 
ecutive’chair can match the COSCO 
Executive’s six comfort adjustments, 
all made without tools! 

Durable, all-steel construction, 
with foam rubber-cushioned, saddle- 
shaped seat and one-piece base. Du 


Model 20-A 

Pont “Fabrilite’ upholstery and Secretarial Chair Arm Chair 
Bonderized, baked-on enamel finish $32-5° $27-5° 
($33.50*) ($28.50*) 


in modern office colors. Get full de- 

tails! Mail coupon today! 

HAMILTON MANUFACTURING CORPORATION 
COLUMBUS, INDIANA 


*Zone 2: Florida, Texas, and 1] Western states. 


ee re re re re re re es ee ee eg 


HAMILTON MANUFACTURING CORPORATION, 
Dept. D6, Columbus, Indiana 

Please send, without obligation, name of 
nearest dealer and complete catalog. 


LOGCO Sicies 


Good seating . . . in good taste 
. .. is good business 


poococeoceorer ree 
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Gpr00T Wames IN INDUSTRY... 


CHOOSE DESK TOP EQUIPMENT! 


BERT M. MORRIS CO. is foremost in the 
field of matched Desk Top Equipment. 


The complete setting shown—pen set, 
memo pad, letter tray, ash tray, and 
phone rest, retail for less than you would 
expect to pay for one fountain pen set. 


MORRISTRAY—One of the most functional 
letter trays on the market. Extra sturdy, 
two point suspension allows quick, easy 
access from the entire front and both sides. 
Available in either letter or legal size, 
tiers may be quickly added—removed— 
or combined. 


BERT M. ORRIS CO. 


Dept.OM-6,8651 West Third Street 
les Angeles 48, California 
in Canada: McFarlane Son & Hodgson, Ltd., Montreal, Que. 


THERE 1S NO SUBSTITUTE 
FOR QUALITY. All Morris 
writing sets are equipped 
with iridium tipped points 
and each point is tested 
and approved at factory 
Sor writeability. 


AVAILABLE IN— GREY — BRONZE — 
WALNUT— MAHOGANY and GREEN 


Desk Top Package Deals —#100 and #200 
Inquire about the surprisingly low cost of 
matching your desk with these items. 
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ey 


FOUNTAIN PENS — an effi- 
cient and economical pen 
set with “thread-in” point 
section. A real time and 
money saver in any office. 


BOOK ENDS — at last- 
inexpensive book ends 
to match modern office 
furniture. 


> 


MEMO PADS — available in 
two types. With jeweler 
bronze bar that p-.-4 a 
paper is used, or sta 
box style. 


MORRISET —The constant 
flowing, finest all - round 
writing implement. Holdsa 
full2%2 ounces of ink. Choice 


“thread in” points—extra fine, 
fine, medium, broad, stub. 


ASH TRAY—/ A real He-Man 
ash tray. ny * lined, per- 
fect for any desk or con- 
ference 
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BOOKS AND PAMPHLETS 
(Continued) 


facturers of typewriter ribbons, carbon 
paper, mimeograph stencils and other 
office items. 

Sandwiched between the jokes and 
cartoons of this 24-page booklet are 
odd facts such as these: a Roman slave 
named Marcus Tullius Tiro invented 
shorthand; the first message sent by 
wireless was simply “s” and the first 
character typed was “w.” Copies are 
available free of charge from Miller- 
Bryant-Pierce. 


During February, March and April 
of this year the magazine American 
Business printed a series of helpful 
articles about business forms. Written 
by Richard Neumaier, a systems ana- 
lyst and consultant, the articles were 
titled Cutting Costs with Better Busi- 
ness Forms. 

The series has been reprinted in 
booklet form to meet the substantial 
number of requests for additional 
copies. The booklets are available at 
50 cents each, or 10 for $3. To order, 
contact Richard Neumaier, 1422 Chest- 
nut St., Philadelphia. 


Simplified Accounts Payable by 
Synchro-Matic is the title of a bro- 
chure newly issued by Remington Rand 
Inc., 315 Fourth Ave., New York. Ex- 
planing how accounts payable work 
can be turned out “on the double,” the 
brochure outlines such ‘time-saving 
features of Synchro-Matic machines as 
the simultaneous posting of voucher 
copies and punching of tabulating 
cards. One keyboard operates both the 
high-speed accounting machine and 
the card-punch in a single operation, 


Synchro-Matic, subject of 
Remington Rand folder 


the pamphlet states, adding that if 
necessary, reports can be tabulated 
from the user’s own punched cards by 
Remington Rand’s Business Services 
Department. 


The firm has also issued Folder DS- 
31B, describing the features of plastic 
Procel Stencils. According to this 
pamphlet the stencils are designed to 
make three times as many copies as 
ordinary stencils, to be unaffected by 
humidity, to make neater corrections 
and to avoid stretching or sticking. 
The folders are free. 
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BY ~ Model 18-A 


COSCO": 
Executive 


$47-50 
($49.50") 


® No other chair offers such style, 
quality, and value! And no other ex- 
ecutive’chair can match the COSCO 
Executive’s six comfort adjustments, 
all made without tools! 

Durable, all-steel construction, 
with foam rubber-cushioned, saddle- 
shaped seat and one-piece base. Du 
Pont “Fabrilite” upholstery and 
Bonderized, baked-on enamel finish 
in modern office colors. Get full de- 
tails! Mail coupon today! 

HAMILTON MANUFACTURING CORPORATION 
COLUMBUS, INDIANA 


*Zone 2: Florida, Texas, and Il Western states. 


LO0GCO sisi 


Good seating . .. in good taste 
... is good business 


Only the LU5b1 / 4 EXECUTIVE 


is adjustable in so many 


ways...so easily! 


Also these COSCO favorites: 


Model 20-A 


Secretarial Chair Arm Chair 
$ 3 2:5 0 $ 2 7: 50 

($33.50*) ($28.50*) 
ee a eee 
; HAMILTON MANUFACTURING CORPORATION, 
\ Dept. D6, Columbus, Indiana | 
| Please send, without obligation, name of | 
| nearest dealer and complete catalog. { 
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WHAT SORT-O-MAT DOES 


Sorts correspondence, 
freight bills, invoices, 
charge and credit slips, 
hold orders . . . whizzes 
papers to proper de- 
partment for high-speed 
efficiency, top-notch ac- 
curacy .. . Saves time, 
saves space. 


HOW YOU CAN TEST SORT-O-MAT 
ON YOUR OWN PAPER WORK 


The “Y and E” representa- 
tive in your city will be 
glad to demonstrate a Sort- 
O-Mat in your office and 
let you SEE how it cuts 
work, builds performance. 
Call him now! 


7 


ter. 


A) Send for Steel Desk Catalog No. 3806 


i 


Bar 


so Makers of Quality Steel Office Equipment 


to systematic wo Se . z., 
Time: 44% seconds p&ppe 


How SOrt-O-Mat taxes You 
OUT FROM UNDER... 


AND PUTS YOUR OFFICE UP ON TOP! 


If anyone in your office sorts correspondence, in- 
voices, papers of any kind—Sort-O-Mat speeds 
sorting time by 75%! Fast, accurate, Sort-O-Mat 
is the 2-letter sorting system that helps your office 
make a better showing up and down the line. 
YOUR BOSS sees a saving in time and money. 
Low-cost green help can do high-speed sorting. 
New accuracy takes advantage of invoice dis- 
counts . . . builds customer respect for your firm. 
DEALERS AND CUSTOMERS see better service 
in filling orders . . . new efficiency in billing and 
shipping. Sort-O-Mat cuts confusion in a way that 
puts your office up on top. 


1045 JAY STREET « ROCHESTER 3, N. Y., U.S. A. 
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The “Office of the Year” Awards 
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SOON our nation-wide poll will again be getting under way on behalf of Office 
Management and Equipment’s annual “Office of the Year’? Awards. The archi- 
tects, interior decorators, and management engineers forming the group among 
whom the poll is taken will focus their attention on new offices completed in 
the twelve months ending June go, with particular reference to the merits of 
design, layout, and equipment of these new quarters for office work. 

This will be thé third year of the “Office of the Year” Awards and Office 
Management and Equipment is highly gratified over the acceptance by leaders 
in the office field of the high value of the Awards in concentrating attention on 
the factors which make for the type of office most suitable to the changing years. 
The Awards serve in publicizing what is outstanding each year in new offices, 
and to inspire thereby many improvements and new ideas to go into the making 
of the next year’s crop of offices. 

The informed opinion on which the Awards are based is that of professional 
people who in their own work have to do with the office—members of the Amer- 
ican Institute of Architects, the American Institute of Decorators, and the Asso- 
ciation of Consulting Management Engineers known for their interest in the 
advancement of the office. The distinction made in the poll between those 
offices having less than 500 employees and those having more than that number 
provides for the natural differences in requirements between the larger and 
smaller offices, making it possible for office people to evaluate more closely the 
outstanding features of the winning offices and to fit them more closely to office 
construction or remodeling which they may be contemplating. 

As soon as possible after the close of the poll, the names of those offices win- 
ning the Awards and the Certificates of Honorable Mention will be announced 
in Office Management and Equipment. Presentation of the Awards will be 
made as usual in October. 
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A. Devaney 


7 Lloyd Proctor, one of the engineers charged with 

installing incentive systems in clerical departments 

at the General Controls Co., Glendale, Cal., takes 

a time study of two machine bookkeepers in the 
accounting department 
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: 


OFFICE MANAGEMENT 


They clock 
repetitive 
office tasks 


—and the results form the 
basis for work incentives 


By ROBERT B. WOLCOTT, JR. 


AN INDIVIDUAL, measured incentive plan has suc- 
cessfully been installed in a majority of office func- 
tions at General Controls Co., Glendale, California, 
manufacturers of automatic controls for industrial, 
domestic, aircraft, and refrigeration installations. 
About a year ago the company expanded its incen- 
tive system to include office workers as well as pro- 
duction employees in the sprawling General Controls 
plant. Today, 70 per cent of the clerical help is on 
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measured incentives, and company executives expect 
the total will rise to at least 85 per cent of all clerical 
workers. 

The incentive system has been installed in such 
departments as Billing, Production Control, Account- 
ing, Inventory Control, and Cost Accounting. At 
present, General Controls’ Methods & Standards De- 
partment is busily preparing the way for the inclu- 
sion of its own department, and plans soon to install 
incentives in the Sales Promotion, Shipping and Re- 
ceiving departments. 

The advantages of being on a measured incentive 
plan becomes graphically clear when comparisons in 
income are made with clerical workers not on such 
a plan. At General Controls, the average clerk re- 
ceives a base pay of $1.26 an hour. This is on a par 
with clerical help in similar jobs in similar enter- 
prises. However, the General Controls clerks on in- 
centives will, if they meet the plant performance aver- 
age, net themselves $2.01 per hour. 

This works out to about $80 a week or $350 a 
month. Comparable clerks receive from $215, to $250 
a month in other plants in the Los Angeles area. 
Thus, General Controls clerical employees receive 
about 50 per cent above the average income of their 
counterparts. 

To install such a system, General Controls first 
tuns a time study of the departmental operations. 
Only departments in which there is a routine han- 
dling of paper work qualify for individual measured 
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Here Mr. Proctor tabulates the work output of a 
comptometer operator in the methods and standards 
department of the General Controls Co. He will use 
this tabulation in determining a job standard and 
rate for the operator in setting up a measured 
incentive system in the department 


incentives. Following the job study, a standard is set. 
This standard is carefully checked and, when the 
Methods and Standards Department is satisfied with 
its accuracy, this is the range used to determine the 
individual’s incentive pay. 

This type of incentive plan is believed to be unique 
with General Controls Co. Other organizations have 
profit-sharing or bonus plans for office workers, but 
few have a measured individual incentive system in 
operation, 

An important consideration in this plan, which has 
been responsible for its excellent success, is the com- 
pany’s philosophy. Sincerity of purpose, i.e., a desire 
to improve the income of its employees and a willing- 
ness to adapt the incentive plan to specific problems 
and operations, has meant widespread employee ac- 
ceptance of the system. The successful installation of 
a measured incentive plan has meant more income 


for employees, higher per unit production, increased 
earnings, and lower costs, 


General Controls Co. employee manual gives com- 
plete details of the company’s incentive plan, which 
applies to plant operations too. 
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Offices Walled in Glass 


Clean, bold approach at Lever House, Manhattan’s newest skyscraper, makes it 
a wonderful place to work, and a sleek $6,000,000 advertisement for its owners 


By WALTER A‘ KLEINSCHROD 


A UNIQUE NEW BUILDING named Lever House 
opened recently in New York. To its owners, Lever 
Brothers Co., it was the happy solution to a housing 
problem that long had kept its divisions scattered; to 
their employees it was a wonderful place to work; to 
just about everyone it was an amazing structure em- 
bodying a design of bold horizontals and soaring ver- 
ticals. Over 250 business executives given an opening: 
day tour of the building on April 29, were wide-eyed 
with what they saw. 

Headquarters of Lever’s four divisions—Lever, 
Jelke Good Luck Products, Pepsodent, and Harriet 
Hubbard Ayer, Inc.—Lever House ascends airily into 
the New York sky, a daring $6,000,000 architectural 
tour de force. Its clean steel and blue glass exterior, 
its elimination of a ground floor on three sides of its 
site, its innate aura of spaciousness, prompted one 
noted architect to call Lever House “the essence of 
modern architecture.” 

“It excels in order, clarity, simplicity, serenity, and 
denies the trivial,” he added. 

At its opening it was termed “the building of to- 


(To page 24) 
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Typical office area—no desk is more than 25 feet from 


a window. Building has 131,000 sq. ft. of office space. 


Employees 
Windows . 


STATISTICS ON LEVER HOUSE 
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Like all top Lever executives, administrative vice-president E. Lee Talman has table instead of desk. 


morrow” and a symbol of the “vibrant spirit of a Th 
great city.” the 

But neither Lever Brothers nor the architects, Skid- ad 
more, Owings & Merrill, nor the Raymond Loewy As- du 
sociates who designed its interiors, intended or at- sni 
tempted to make Lever House simply a curiosity or sig 
a showplace. Practical principles of economy, effici- pl 
ency, and employee well-being determined nearly of 
everything. 

Glass completely covers the exterior because it is 40 
among the cheapest of solid materials, is easy and fo 
inexpensive to clean, and admits a maximum of light. tr 
It was tinted blue to filter out 35 per cent of the sun's be 
heat, putting less strain on the air conditioning sys- ge 
tem. There are no ground floor stores because surveys rc 
showed that shopping traffic in the area—Park Ave- 
nue between 53rd and 54th Sts.—is light, revenue Ww 
would be meager but capital investment high. Besides, w 
stores need basement areas which Lever wanted for 5 
storage space and a 50-car garage. Straight lines and t 
few decorative flourishes were used to keep the build- HE 
ing ageless. a 

It cost no more to erect than a conventional 24- c 
story skyscraper, says Lever Brothers Co., who gave ti 
the construction job to George A. Fuller Co., con- i 

oe tractors. g 
7 In offices, too, the trick was to blend the utilitarian d 
~ with the artistic. Stress was on employee comfort and i 
efficiency. In this building of few private offices, no t 
desk is more than twenty-five feet from a window. I 

Rest rooms, elevators, other mechanical facilities are 
confined to a single area, leaving four-fifths of the ( 
building free from heavy traffic. Acoustical ceilings 


absorb noise, as does the composition tile floor. ( 
Desks were designed especially for Lever House. 
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Lunch time finds many Lever employees in building’s modern cafeteria. Executives have own dining room. 


Their beige color is glareproof and harmonizes with 
the bluish light from the windows; their height is 
adjustable, affording correct posture and fatigue re- 
duction; their corners are rounded to eliminate 
snagged nylons. (Throughout, Lever House was de- 
signed with women in mind—most of the 1,200 em- 
ployees housed in it are women, as are the majority 
of its customers.) 

Five miles of fluorescent tubing emit soft light— 
40-foot-candlepower per desk, a greater amount than 
found in most offices. An electric mail conveyor ends 
trips to the mail room, automatically popping out 
baskets of mail at the proper floor and speeding out- 
going correspondence to the second-floor central mail 
room. 

Employees have access to a spacious, sunlit cafeteria 
where the entire staff can be fed low-cost lunches 
within two hours, in an atmosphere of music, land- 
scaping and a view of Park Avenue. They may retire 
to the second-floor lounge—which Lever public re- 
lations men liken to “the lobby of a resort hotel” — 
and rest on green and yellow plastic fabric chairs or 
curved black and gold sofas, or relax at the play 
tables. They may stroll on the third-floor terrace, or 
in the flowery patio, or inspect the ultra-modern 
ground-floor kitchen where Lever food products are 
developed and tested. They can see movies, and cook- 
ing and washing demonstrations in the 200-seat audi- 
torium, which is equally handy for holding sales and 
management meetings of all types. 

In the private executive offices, personal choice of 
colors and decorations was given wide scope. Decora- 
tors started with a “color-keyed” carpet, chosen by the 
executive from a “family” of carpets. Individual 


(To page 64) 
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Jack Andrews and Bob Brecht nod to tradition as presidency changes hands 


NOMAites Meet on Coast 


33rd International Conference and Business Equip- 

ment Show of National Office Management Association 

marked by fine program and substantial attendance. 
Andrews new president 


“MOST of us are eager and willing to insist on our 
rights in economic and social experience,” Dr. Robert 
P. Brecht, outgoing president of the National Office 
Management Association said. But “most of us, un- 
fortunately, give too little attention to the obligations 
that are inescapably with those rights.” 

Taking this idea as the theme of the professional 
discussions—“The Obligations of Office Manage- 
ment,” NOMA’s ggrd International Conference ex- 
plored the complexities of managing the modern 
office against the broadest background of responsi- 
bilities. The several speakers analyzed the office ex- 
ecutive’s obligations to his profession, to his employer 
and top management, to his employees, to his com- 
munity, and to his country. The conference was held 
at the Fairmont Hotel in San Francisco May 18 to 
21, with the Annual Office Machinery and Equip- 
ment Exposition held concurrently at the Civic Audi- 
torium, but remaining open one additional day. 

J. B. Andrews, office manager of the Carnation Co. 
Seattle, Wash., was elected president of NOMA, suc- 
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ceeding Dr. Robert P. Brecht, Professor of Industry 
and Chairman of the Department of Geography and 
Industry, University of Pennsylvania. 

The presentation of the 1952-53 slate of the Asso- 
ciation’s Nominating Committee was made by Wil 
liam H. Evans, the association’s executive vice-presi- 
dent. ‘The entire slate was voted into office. 

Other new officers are as follows: K. W. Moore, 
Chicago Title & Trust Co., Chicago, IIl., first vice- 
president; J. C. Hodges, Canadian National Rail- 
ways, Montreal, Que.; R. G. Sinn, Detroit Edison Co., 
Detroit, Mich., vice-presidents. 

Directors from even-numbered areas were elected 
this year: J. W. Miller, Goldey Beacom School of 
Business, Wilmington, Del., Area 2; C. G. Smith, 
Tennessee Eastman Corp., Kingsport, Tenn., Area 4; 
D. D. Jamison, General Fireproofing Co., Youngs 
town, Ohio, Area 6; F. S. Talcott, Brown & Bigelow, 
St. Paul, Minn., Area 8; F. M. Heller, Remington 
Rand Inc., Dallas, Tex., Area 10; R. F. Tiffin, Sea- 
board Advertising Co., Ltd., Vancouver, B. C., Area 
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The Business Equipment Exposition as it looked at “curtain time” 


12; and A. G. Mann, Wood, Child, Mann & Smith, 
Salt Lake City, Utah, Area 14.° 

Officers and Directors now in office whose terms 
expire in May, 1953 are: F. L. Haskell, Wallace 
Barnes Co., Bristol, Conn.; A. G. DeVaughn, Retail 
Credit Co., Atlanta, Ga.; Arthur B. Porter, Hood 
Rubber Co., Watertown, Mass.; J. H. Barnes, Stand- 
ard Hosiery Mills, Inc., Burlington, N. C.; F. A. 
Schultz, Unity Life & Accident Ins. Assoc., Syracuse, 
N. Y.; D. F. Carrell, The Bell Telephone Co. of Pa., 


NEW OFFICERS: from the left, front row: J. C. Hodges, 
J. B. Haskell, J. B. Andrews, K. W. Moore, A. G. De 
Vaughn, R. G. Sinn, K. A. Crawley. Rear: D. D. Jamison, 
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Pittsburgh, Pa.; K. A. Crawley, Stephens College, Col- 
umbia, Mo.; W. B. Strohm, International Business 
Machines Corp., San Jose, Calif.; B. W. Leonardson, 
Prudential Insurance Co. of Great Britain, New York. 

Dr. Brecht will continue to serve the association for 
a one-year period in the capacity of a director. 

Mr. Andrews said, “In some ways the duties of the 
president have become less arduous and less demand- 
ing—as our organization has grown and developed. 
One reason is that we have been operating under the 


J. H. Barnes, F. S. Talcott, F. M. Heller, B. W. Leonard- 
son, A. B. Porter, R. F Tiffins, Dr. R, P. Brecht, J. Ww. 
Miller, C. G. Smith, A. G. Mann, W. H. Evans. 
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direction of an executive vice-president, or general 
manager, Bill Evans, with the assistance of a profes- 
sional staff in our national office who are devoting 
their full time to various divisions of our association 
work. Secondly, we are, as an association, progressive- 
ly acquiring the benefits that come with a mature ad- 
ministrative personnel who possess a maturity of 
knowledge and experience relative to NOMA opera- 
tions.” 

In conclusion, Mr. Andrews said, “We are growing 
at the rate of approximately 1,000 members per year; 
we are growing in the effectiveness of our executives, 
in the esteem of others, and in the maturity of plan- 
ning, organization, and administration. It is essential 
that we maintain the freshness, vitality, and enthusi- 
asm which are motivating characteristcs of NOMA. 
. . . And thereby we may look to a future that will 
bring continuing growth and a vigorous and forceful 
association.” 

The keynote address of the conference was de- 
livered by Walter M. Casey, owner of the Crosby 
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Hotel in Beaumont, Texas, whose subject was “What 
is America’s Objective: Freedom or International 
Peace?” Mr. Casey emphasized the importance of our 
need for rediscovery and renewed understanding of 
the tried and true principles of Americanism, that 
we must choose the course which will preserve our 
heritage of free dom—with consideration of the 
changes in our political and economic thinking 
geared to the Russian threat of world conquest. 

“Reviewing the unsettled plight of the world today 
and the controlled and harnessed existence of the 
people in Europe, it behooves Americans to analyze 
the State of the Union at home. Freedom must be 
preserved. We must face the facts realistically. We 
must recognize our individual obligations as citizens, 
as leaders of our community, as executives of our 
companies.” 

J. Houston Barnes, Standard Hosiery Mills, Inc., 
Burlington, N. C., explained the growth in the num- 
ber of clerical workers through the years with the 
increasing complications of modern business, which 
have made the office the nerve center of the business 
operation. He said, “I suggest that the office execu- 
tive’s obligation to his employer and to top manage- 
ment falls into two broad categories: to organize and 
to control. The office executive must insure that the 
office itself is set up to handle the multiplicity of jobs 
required; then his plan of control must serve the 
best interests of management—as to job evaluation, 
salary determination, and a merit rating system. The 
office executive is expected to know how to find, in- 


Top: J. E. Neary, Office Management & Equipment, gets 
his picture taken and records his voice at Dictaphone 
display. 


Middle: Watching a demonstration. From left to right: 
Jack Kaplan, Friden Calculating Machine Co.; W. Shackle- 
ford, Friden; Frank Hunt, Portland Typewriter Co.; Jack 
Lund and Harold S. Pratt, Consolidated Bakeries, Ltd., 
Canada; and Donald Ralph and John L. Moody, of Friden. 


Emma Lee, Johns-Manville Sales Co., shows J. C. Hodges 
and A. G. De Vaughn giant map in lobby of civic audi- 
torium. 
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terpret, and apply modern techniques of office man- 
agement.” 

R. A. Burkholder, Pendleton Woolen Mills, Port- 
Jand, Ore.; A. H. Gager, Staff Director, NOMA, Phil- 
adelphia, Pa., and G. R. Carman, Lockheed Aircraft 
Corp., Burbank, Calif., with Kermit Crawley of 
Stephens College, Columbia, Mo.,.and National Di- 
rector of NOMA as moderator, took part in a panel 
discussion pertaining to ““Methods—Machines—Forms 
Design and Control.” 

Mr. Burkholder defined “Methods” as “orderly ar- 
rangement.” He said, “We should record existing 
methods to enable us to become more familiar with 
them. Then we can analyze them step by step, mak- 
ing notes for improvements as we go. We must not 
be satisfied with just getting the job done. We must 
be sure it’s done by the best possible method.” 

“When the nature of the work lends itself to ma- 
chine operation, then the need for the machine must 
be established to the satisfaction of all concerned,” 
according to Mr. Gager. “The follow-through is the 
choice of machine for the job, the purchase, proper 
installation, arrangements for service, and finally the 
plan for eventual retirement.” 

In recognition of the need to combat the growing 
ratio of office employees compared to the factory, 
efficient use of office machines was suggested. 

The subject—Forms Design and Control—was dis- 
cussed by Mr. Carman as important for two reasons: 
to obtain maximum production and minimum cost 
and to make sure all of the required information is 
recorded in written form—with a resultant efficient 
system of forms control. 

Concurrent technical sessions were conducted by 
R. A. Obrock, Hawaiian Dredging Co., Ltd., Hono- 
lulu, T. H., for the small office and by C. A. Still- 
wagen, Ryan Aeronautical Co., San Diego, Calif., for 
the large office in relation to the selection, indoctrin- 


Jefferson Fink, San Francisco district manager of Under- 

wood Co., Mrs. Sallee Hanlon, secretary to Mayor Elmer 

Robinson of San Francisco, and H. W. Ruprecht, Under- 
wood Co., with 7,000,000th Underwood typewriter. : 
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ABOUT THE NEW PRESIDENT 
JACK ANDREWS is a graduate of Oberlin 
College, in Ohio, through which he paid his 
way by working for the YMCA. His first job 
after graduation was that of office secretary 
with the International Committee of the YMCA 
in Tokyo. After three years he joined the 
American Embassy in Tokyo as an office clerk, 
and from that job moved to one as managing 
director for an import and export company. 

Returning to the United States after nine 
years, Mr. Andrews went with the Carnation 
Company as an office clerk at the Carnation 
Milk Farm outside of Seattle. This year marks 
30 years’ service with the Carnation Co. dur- 
ing which he has become the company’s Seattle 
office manager. 

Mr. Andrews was a Charter Member of 
NOMA’s Seattle Chapter which was organized 
in November 1943. He has served as a NOMA 
National Director in Area 12, a chapter vice- 
president and president and national director- 
at-large. 

In addition to his other activities, Mr. An- 
drews was active in the Boy Scout movement. 
He rose to the rank of district chairman and 
member of the Board of Directors of the 
Seattle Area Council of Boy Scouts. 


ation and training of employees. And in the field 
of human relations, Dr. T. J. Barnowe, University of 
Washington at Seattle, spoke on “The Office Execu- 
tive’s Obligations to Build and Maintain Loyalty and 
Cooperation.” 

“The office executive as a professional man has the 
obligation of developing a philosophy of management 
which recognizes its full social responsibility, on the 
one hand, and seeks the highest degree of business 
efficiency on the other,” according to H. M. Stewart, 
California Packing Corp., San Francisco. “Underlying 
all our personnel techniques and practices must be 
professional thinking, based on knowledge and ex- 
perience always aimed at the target of fairness; al- 
ways aimed at motivating workers through an under- 
standing of eternal economical varieties—a knowledge 
that the job is worth the effort, since it is the job 
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that makes the living worthwhile during the hours 
off the job.” 

“In relation to his profession, an office executive 
may be helpful outside his company in the exchange 
of knowledge,” said O. M. Prentice, Island Tug and 
Barge, Ltd., Victoria, B. C., and member of the Na- 
tional Research Committee of NOMA. 

Dr. R. P. Brecht developed the idea that the office 
executive must be a leader in business, in community 
and political activities, and he must constantly chal- 
lenge others to become aggressive citizens. 

An equally notable list of chairmen presented the 
speakers, namely: Miss Emma Lee, Johns-Manville 
Sales Corp., San Francisco; F. S$. Bowen, California 
and Hawaiian Sugar Refining Corp., Ltd., San Fran- 
cisco, who as president of the San Francisco chapter 
welcomed the delegates; R. G. Sinn, The Detroit 
Edison Co., Detroit, Mich., and a National Director 
of NOMA; Tom Sherwood, B. C. Telephone Co., 
Vancouver, B. C., and president of the Vancouver 
chapter; Robert Oelman, National Cash Register 
Co., Dayton, Ohio, and president of Office Equipment 
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C. O. Libbey, Leffingwell Medalist 


-_ 


- Hugh Clary, president, Clary Multiplier Corp. 

2. L. D. Fries, Dictating & Recording Equipment 
Co., San Francisco, and Gordon Smith, Todd Co., 
San Francisco. 

3. O. D. Short, Ward Harris Inc., San Francisco, 
and O. Frohback, president, Chart-Pak. 

4. L. to r.: F. Gregor Jr., E. E. Harris, and A. B. 

Lanning, all of Ditto Inc.; Stanley Pierson, Office 

of Civil Defense, and R. E. Payne, Board of 

Equalization, Sacramento. 


Manufacturers Institute; Sterling Lord, Leopold Co., 
Burlington, lowa, and member of the Wood Office 
Furniture Institute; J. R. Keefer, Appliance Whole- 
salers, Portland, Ore.; J. C. Hodges, Canadian Na- 
tional Railways at Montreal, a National Director of 
NOMA; H. B. Harrison, Kenneth H. Ripnen Co., 
Inc., New York, president of the New York chapter; 
G. O. Bengtson, Associated Hospital Service of Ari- 
zona, Phoenix; T. R. Humphries, Alberta Wheat 
Pool, Calgary, Alta.; P. B. Darrell, Jr., Fidelity Bond 
& Mortgage Co., Philadelphia, Pa.; W. H. Evans, ex- 
ecutive vice-president of NOMA, and F. D. Hurt, 
W. A. Alexander and Co., Chicago, and president of 
the Chicago chapter. 

Two awards were presented at the annual banquet 
on Tuesday evening, May go: J. Crawford, Sun Life 
Assurance Co., Montreal, Que., and a member of the 
Honorary Council of NOMA, presented the Leffing- 
well Medal to Charles O. Libbey, head of the Office 
Methods staff of the Tennessee Valley Authority, 
Chattanooga, Tenn. This award is given to that 
office executive who has made outstanding technical 
contributions in the field of office management. Mr. 
Libbey was not present to receive the award in person. 

The second award, the NOMA fellowship, was made 
by P. G. Wharton, Atlantic Refining Co., Philadel- 
phia, Pa., and a member of the Honorary Council of 
NOMA, to Dechard A. Hulcy, Lone Star Gas Co., 
Dallas, Texas, in recognition of his rise through the 
ranks of office management to a position of high 
company and community responsibility. Mr. Hulcy 
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D. A. Huley, NOMA Fellowship winner 


5. L. to r.: G. G. Gilman, Gulf Oil Co., Houston; 
James Feltz, Haloid Co., Los Angeles, and E. H. 
Demere, Addressograph-Multigraph Corp., San 
Francisco. 

6. Standing: James P. Hill and Edward F. Dodge 
Jr. of Clemeo Desk Co. Seated: Maynard H. Rag- 
gio, president, Clemco, and Chester Risenport. 

7. L. to r.: Homer Harrison (president of N. Y. 
chapter of NOMA) Kenneth H. Ripnen Co.; 
Miss Harrison, and Percival Riley, Thomas A. 
Edison Co., New York. 

8. D. D. Hunting, Metal Office Furniture Co., Grand 
Rapids. 


held the position of president of the U. S. Chamber of 
Commerce for the year 1951-52. 

Mr. Libbey received the Leffingwell Medal for 
the staff programs he has directed for the Tennessee 
Valley Authority on such subjects as records manage- 
ment, methods study, forms coordination, office work 
conditions, standards for supplies, equipment and 
stenographic standards, and for special manuals for 
formulating and maintaining office standards. 

Mr. Hulcy is President of the Lone Star Gasoline 
Co., Council Bluffs Gas Co., Director Dallas Citizens 
Council, member American Gas Association, South- 
ern Gas Association, Independent Petroleum Associa- 
tion and a director, Dallas Chamber of Commerce. 

At the Chapter Presidents’ dinner, two Schulhof 
awards were made by William Smith, LaSalle Ex- 
tension University, Chicago, to Kenneth E. Goodwin, 
Forms Analyst of the Egry Register Co., Toledo, 
Ohio, and to Hugh A. Wichert of Ruthrauff and Ryan, 
Inc., Chicago, and a past-president of NOMA. These 
awards are presented annually for the two best office 
management talks given by a NOMA member before 
a NOMA chapter. Also recognition of merit award 
winners of the past year was given by A. J. McCrick- 
ard of the Dictaphone Corp., New York. 

There were approximately 1,100 members and their 
families in attendance at the conference—representa- 
tives of 79 chapters. And it was estimated that some 
25,000 persons visited the “All Purpose” Business 
Show at the Civic Auditorium where 120 participating 
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companies from the equipment industry exhibited 
their products. As a special exhibit, 15 of the com- 
panies included in the Wood Office Furniture In- 
stitute presented a consolidated display—‘*Tomorrow’s 
Office Today.” These rooms illustrated the latest de- 
velopments in functional office furniture and layout 
for the executive, private secretary, woman executive, 
receptionist, personnel, clerical, stenographic, office 
manager, billing, accounting, advertising, sales. 


Among those NOMA members behind the scenes 
who directed activities of the Conference and Expo- 
sition are Miss Emma Lee who served as chairman of 
the National committee; G. E. Bass of Jewett, Barton, 
Leavy and Kern, Portland, Oregon; D. M. Brice of the 
Plumb Tool Co., Los Angeles; S. R. Leach of the 
York Corp., York, Pa.; F. G. MaclIlroy of the Commer- 
cial Controls Corp., San Francisco, and R. F. Tiffin, 
Seaboard Advertising Co., Ltd., Vancouver, B. C. 
G. A. Fields of the Sperry Division of General Mills, 
Inc., San Francisco, assisted Mr. Macllroy as the 
general vice-chairman of the Conference Committee. 
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Accounting department—a functional, flexible work area typical at Sinclair. Firm has few private offices 


Successful Office Prescription 


Management contributed many sug- 

gestions caleulated to make Sinclair 

Oil Co. headquarters an outstanding 

example of office arrangement. Anda 

girl’s tears told them how well they 
had succeeded. 


By H. K. DARBY 
(Second of two installments) 


SO MUCH for the background of the Sinclair office 
story, as outlined in the May issue. 

The offices themselves reveal exciting details, sug- 
gesting that Sinclair’s management tackled the project 
with the high enthusiasm usually reserved for the 
design, layout, and decoration of one’s home. 

Sinclair management remembered the scarcity of 
conference space at their former location, and allo- 
cated generous areas for this purpose. Realizing that 
sales, production and other groups held many small 
meetings independently of one another, while large 
mass meetings were few and far between, it was de- 
cided to have a conference room on every floor, rang- 
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ing in capacity from six to twelve persons. But on the 
fourth floor a larger conference room capable of seat- 
ing 25 to 30 persons comfortably was provided. This 
room can be divided with Modern-Fold doors so that 
smaller meetings can be conducted simultaneously. 


Features of this large room include sound movie 
projection equipment, an efficient smoke exhaust 
system which is necessary during a large conference, 
unobtrusive storage space for extra chairs and display 
and bulletin boards for sales and other demonstration 
meetings. 


Facilities for employee medical care benefited by 
the move, too. “In the old offices, we had a small 
room which was partitioned off to hold a couple of 
cots,” said C. A. Christensen, assistant to Marvin L. 
Gosney, Sinclair’s executive vice-president. “What we 
now have is an infirmary capable of rendering com- 
plete service to our entire staff.” 


This medical suite includes a reception room, two 
sick bays, nurse’s and doctor’s offices, examination 
room, laboratory, and toilet room. A nurse is on 
duty during the working day. A special company 
doctor makes scheduled visits and is always available 
when needed. The examination room is equipped 
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for Sinclair Oil 


with fluoroscopic and X-Ray equipment. It is a Sin- 
dir policy not only to provide these facilities for 
on-the-spot minor ailments, but to furnish a compre- 
hensive medical service for all employees—another 
example of enlightened corporate thinking. 

The express elevator wells on the Sinclair floors 
(local stops) would be unusable space under normal 
circumstances. But since express and local banks are 
“in rank” rather than “in file” formation, the express 
elevator-well space has been turned into highly effici- 
ent floor reception areas. 

An efficient, self-contained executive dining room 
and kitchen complete with refrigerating and deep 
freeze units are provided for Sinclair officials and 
guests. The dining room opens onto a spacious ter- 
race. Adequate convenience facilities are close to this 
area, while adjacent to the board room, certain small 
space units have been turned into powder and wash 
room, cloak room and private telephone room. 

As stated earlier, Sinclair Oil Corp. management 
anticipates substantial expansion of its office staff in 
the future, and for this reason flexibility of layout 
was a prime consideration when initial space alloca- 
tions were made. Basic in this planning was an allow- 
ance of 80 square feet of floor space per person in 
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Section of mail room showing pneumatic tubes which serve all floors, and mail distribution racks (rear) 


Above: traffic corridor. Below: telephone room 
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open areas and the use of movable metal partitions. 
A generous allowance for the individual worker 
promised expansion space for additional employees 
later on without construction changes. The partitions 
allow flexibility for departmental expansion or re- 
arrangement if and when it becomes necessary. 

In the Sinclair project, four different types of metal 
partitions are used—a 42-inch rail, to give a certain 
feeling of privacy for, say, a section head who might 
receive visitors and who might require bounded area 
for himself, his secretary and some visitors’ chairs; 
dwarf partitions (metal and glass), to separate large 
work areas from corridors and at the same time pro- 
vide better air circulation and the feeling of open- 
ness; metal and glass, ceiling high, for private offices 
along the perimeter window areas; and all-metal par- 
titions for offices where privacy is required. 

Sinclair is one of a growing list of firms that be- 
lieves in a minimum number of private offices. Strict 
standards govern who gets a private office, the size 
of that office, as well as the equipment which goes 
into it. The occupant in executive areas selects his 
own color scheme. 

Type A offices occupied by Sinclair vice-presidents, 
have an area of from 375 to 400 square feet. Type B 
offices, occupied by executive assistants to vice-presi- 
dents, are standard two-window offices with an area 
of approximately 250 square feet. Type C offices, 
occupied by supervisors and certain administrative 
assistants, are one-window offices with an area of 
about 125 square feet. Private offices have carpet 
floor covering, while general work areas are covered 
with rubber tile. 


(To page 76) 
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ACTUAL SIZE 


The ““MERCHANTS” File 
SAVES TIME... 


All your records at your finger tips 


SAVES MONEY... 


Prevents pilfering of supplies and tools 


REALLY PRIVATE... 


Concealed vault safeguards your valuables 


A heavy guage steel cabinet containing two 
ball bearing letter files, index drawer for 
3x5 or 4x 6 cards (3200 cap.); 2 adjustable 
compartments under lock and key; steel safety 
vault with large vault size dial lock (only YOU 
know the combination). 

32” high, 302” wide, 1742” deep. 

Olive green or Cole gray, baked enamel. 


No. 1370 LOW Wg 2 


Only $4.00 more than ordinary 
‘combination lock” cabinets! 


With plunger lock which automatically locks 
all drawers. No. 1370PL...... $57.45 


Grained walnut, mahogany or knotty pine finish $12.50 additional. 


Prices slightly higher in Texas, Colorado and West of the Rockies. 


a i COLE stu EQUIPMENT 


INC., 285 MADISON AVE., NEW YORK 17, NY. 
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COLE'S entire safety and filing system 
at one low cost! 


SECRET VAULT 


The “EXECUTIVE” File 


Will pay for itself by preventing petty pilferage! 
Concealed secret vault for personal papers and 
other valuables (only YOU know the dial combi- 
nation). Two ball-bearing letter files. Two adjust- 
able compartments, under lock and key, two index 
drawers for 3x5 or 4x6 cards (6400 capacity). 


3712” high, 302” wide, 1742” deep. 
Olive green or Cole gray, baked enamel finish. 


wo. 47a LOW PRICED °99” 


With plunger-type lock which automatically locks 
all drawers. No. 1478PL........ $67.45 


The “DIRECTOR” File 


No. 1473—Similar to above except instead of the 
card drawers a third letter size filing drawer has 


ae ee ee ee ee $53.95 


No. 1473PL-—The above with plunger lock that 
automatically locks all drawers .. . . $61.45 


Grained walnut, mahogany or knotty pine finish avail- 
able $12.50 additional. 


Prices slightly higher in Texas, Colorado and West of the Rockies. 


CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS AVAILABLE ON REQUEST. 


form No. 11678 Copyright 1952 by Cole Stee! Equipment Co., Inc. 


~— COLE sree: courpmenr co., nvc., 285 MADISON AVE,, NEW YORK 17, N.Y. 
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NEW REMOTE-CONTROL DICTATING 
EQUIPMENT 


for part-time users has been introduced by the Gray 
Mfg. Co., 521 Fifth Ave., New York. Units of the 
system, which is known as “PhonAudograph," are 
shown above receiving their final test after coming 
off the assembly line at Hartford, Conn. In announc- 
ing the new devices, Walter E. Ditmars, president of 
the Gray Co. explained their use. "In almost every 
office," he said, “there are individuals who need 
dictation equipment but need it only occasionally. 
The cost of providing individual equipment would be 
prohibitive on a ‘now and then’ basis. The PhonAudo- 
graph sharply reduces the per user investment in 
equipment while providing the same efficient service 
as the individual machine. With this new system, the 
user merely picks up his dictation telephone and 
talks. ... . Four push buttons give him control of the 
recording machine even though it may be located at 
a secretary's desk hundreds of feet away from his 


aeeee 


office.” The user can listen back to as much or as 
little as he wants, and as often as he wants. He can 
indicate corrections, special instructions and the end 
of letters by touching another button. “Each dictator 
tied into the system has a private line to the record- 
ing machine," Mr. Ditmars explained further. “When 
he is dictating, nobody can cut in or eavesdrop. 
Should he wish to talk with the secretary, he can do 
so through his dictation telephone, which connects 
with a special phone at the recording machine. A 
secretary, receptionist or switchboard operator can 
supervise the new recording unit. Audible signals and 
lights tell her the machine is operating properly and 
when to change the discs." Gray engineers believe 
PhonAudograph will be used especially by banks, 
insurance companies, medical clinics, legal firms, and 
“wherever there are a number of individuals who 
need dictation facilities occasionally." 


LABOR-MANAGEMENT MOVIE 


Here are scenes from "Working Together,” a 2-reel 
sound film on labor-management co-operation, taken 
at the American Lead Pencil Co., Hoboken, N. J., 
where the story happened. Produced by the Twenti- 
eth Century Fund and Eddie Albert Productions, the 
movie disseminates findings of the Fund's Labor Com- 
mittee which, in 1949, studied the goals of labor and 
management, and the possibilities of mutual adjust- 
ment. The committee — composed of busi y 
labor leaders, economists and public-minded citizens 
—summarized their findings in a report called “Part- 
ners in Production." The film explains these findings 
in “as-it-happened" fashion, by selecting the Ameri- 


can Lead Pencil Co. as a specific case history. The 
company co-operated to the extent of halting pro- 
duction for the shooting of certain scenes, and all 
the “actors” in the film, with two exceptions, were 
the same people involved in the disputes and settle- 
ments which the film is about. The picture details the 
forming of a union in the troublesome days of 1937, 
the ensuing bitterness between the union and the 
company, and the “give-and-take" years of the 
1940's during which each side learned to co-operate 
with the other. Union and management of the com- 
pany have given approval to the film. It is being 
distributed by Encyclopedia Britannica Films Inc. 
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WORKIN’ ON THE RAILROAD 
Air view (above) of Missouri Pacific Lines' new 
$1,500,000 consolidated freight station in St. Louis 
shows operational headquarters building in fore- 
ground. One city block wide and three blocks 
long, the new facility covers five acres and pro- 
vides service for St. Louis shippers and for those 
who route freight to and through the St. Louis 
Gateway. General offices (below) occupy the 
second floor of the "headhouse." Employees here 
enjoy a high level of fluorescent illumination from 
the recessed fixtures in the ceiling, as well as the 
benefits of windows on all four sides. 


TOUGH AND DURABLE 
Neolite, long used for shoe soling, appears here as 
a neat ring book cover. Waterproof and scuff-re- 
sistant, Neolite looks like fine leather but wears 
better. It will not dry out, crack or become stiff. 
As a book cover it will retain a new appearance 
despite rough use, say its manufacturers, Wilson 
Jones Co., 3300 Franklin Blvd., Chicago, and is adapt- 
able to various decoration processes. 
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NEW LABELON TAPE DISPENSER 

Labelon Tape Co., 450 Atlantic Ave., Rochester, 
N. Y., has developed a new molded plastic dis- 
penser for its Labelon  pressure-sensitive plastic 
marking tape. The new dispenser is streamlined 
and is a warm yellow color. It will hold the requ- 
lar Labelon widths from 5/16" through 34" and 
Scotch Tape too. 


NEW FURNITURE LINE 

Hudson Craftsmen, Inc., of Los Angeles, Calif., in- 
dependently operated affiliate of the Royal Metal 
Mfg. Co., Chicago, recently unveiled the first samples 
in its new line of commercial and professional furni- 
ture in ultra-modern laminated bent wood at the 
Frank Perls Gallery, Beverly Hills. The company 
exhibited fourteen individual pieces, including side 
and arm chairs, group sectionals, two-and-three-place 
settees and tables in a variety of satiny wood finishes 
and colorful upholstery fabrics. Four of the pieces, 
which are styled by Richard E. Riddle, are shown 
here. Hudson Craftsmen is now in production with 
the new line at the Royal Metal plant at 5950 Avalon 
Bivd., Los Angeles. 
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LET THERE BE LIGHT 
These before-and-after photos show what a difference more than 300%. Foot-candle readings now are 
new lighting can make. The left-hand picture shows . 92 at floor level and 102 on desk surfaces. The 
the purchasing department offices of the Studebaker ' new Sylvania CL-242 fixtures are mounted by chain 
Corp., South Bend, Ind., before a relighting program suspension || feet from the floor, 8!/2 feet above 
was undertaken by Colip Bros., electrical contractors the working plane. Nine-hundred ninety-seven fix- 
and lighting engineers of Sylvania Products Inc. The tures were used in all, running the entire length 
illumination’ level was 27 foot-candles. Notice that of the 312 x 72 foot room, with 6 feet between 
the unshielded fixtures were mounted above the rows. Each fixture is equipped with two 40-watt 
ter, sprinkler pipes, flush to the 14-foot high ceiling. Sylvania warm-white fluorescent lamps, and has 
dis- At right, after installation was completed, is shown extrusion-molded translucent plastic side panels 
stic the added brightness achieved—an increase of attached by retainer latches. 
ned 
gu- 
and 
NEW HAND NUMBERING MACHINE 
Wm. A. Force & Co., 64 White St., New York, is now 
marketing a rubber-figured machine for numbering 
l 
on unusually smooth surfaces, such as glass, photo- 
graphic film, cellophane or metals such as chromium, 
nickel-plated metal, and tin. A special rubber footing 
is attached to the gauge plate to prevent slipping 
while making impressi e hine, ca the 
Force Special Paragon, is available in 6 or 7 wheel 
= capacities in 3/16 inch Gothic figures only. 
i 
PUSH-CARTS IN THE OFFICE 
Continental Fixtures Co., 1104 W. Main St., Oklahoma 
City, Okla., has introduced Nest-Karts, telescoping 
carts for quick conveyance tof office machines, file-to- 
desk delivery, messenger mail delivery, filling requisi- 
tions from stockrooms, etc. These Nest-Karts have a 
basket capacity of 4,500 cubic inches with a large 
built-in lower basket in addition. Small item baskets 
are also available which can be attached inside the 
standard baskets without impairing the nesting fea- 
4 ture. The Nest-Karts have ballbearing casters with 
ballbearing, non-marring rubber wheels. Nest-Karts 
are so named because their telescoping construction 
permits them to be nested together for storage. Type 
SW-50 is shown here. 
NEW ANGLE , 
The “New Simplon" adjustable triangle, designed for 
architects, engineers and draftsmen by the Defiance 
Sales Corp., 370 Lexington Ave., New York, was 
created for layout work, for drawing bevel wheels, 
screw threads, spiral springs, roof pitches, embank- 
ment work, and for steel girder construction work. 
Protractors are engine divided to half degrees, and 
are said to be accurate to six minutes of an arc. 
Manufactured with bevel or square edges, the angle's 
prices range from $5.25 to $10.25 each. 
y4 n 
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COMFORT AND CONVENIENCE 
for the operator were in the minds of design engi- 
neers who streamlined this office duplicator for Ditto, 
Inc. of Chicago. The operator is “part of the ma- 
chine, says Frank Gregor, Jr., director of sales pro- 
motion. Therefore, attention must be paid to her 
comfort to achieve “a more effective total unit." 
Changes in this D-45 duplicator were based on 
motion study findings. The machine is five inches 
lower, its stand is six inches deeper, trays are placed 
within easy reach and visibility is generally improved. 
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GRAPHIC CHART 
construction should be simpler now with the intro- 
duction of "PictoTapes,"" a new development by A 
Chart-Pak Inc., 104 Lincoln Ave., Stamford, Conn. “4 
Designed by Pictograph Corp., PictoTapes feature a 
repeat-printed symbols of men, women, children, in 
stacks of coins, and stacks of bills, on self-adhering ki 
tapes ¥-inch wide and 300 inches long. New symbols 
will be introduced later. PictoTapes adhere to many ft 
materials: paper, cloth, plastics. Graphs can be la 
“drawn" by merely applying the tapes from the roll r 
to the charting board. They were especially designed b 
to supplement the standard statistical patterns which i 
Chart-Pak now supplies. y 
u 
LIBRARY SHELVING UNIT 
affording easy access to records, books, and other 
office paraphernalia is offered by Stansteel Corp., 
117-20 14th Rd., College Point, L. |. It is available 
with sliding glass doors, as shown above, or without. 
The same company manufactures cabinets with either 
full or half-glass doors, the latter model having stor- 
age space in its lower half concealed by steel doors. 
All units have adjustable shelves. 
OFFICE MANAGEMENT AND EQUIPMENT % June, 1952 
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OUCH! 

When office routine is upset by minor cuts, burns or 
bruises, the Joh & Joh “Cut-Quick" package 
shown here should speed the administration of first 
aid. With cutting done on the serrated edge of the 
cover, no time is lost in scurrying around for scissors. 
There's no groping and scraping for the end of the 
tape either, because it's always free of the roll and 
easy to pick up. Packages of '/2-inch wide tape cost 
33 cents each; inch wide tape sells for 55 cents. 


NEW ACOUSTICAL TILE 

Armstrong Cork Co., Lancaster, Pa., has introduced 
Minatone, a new incombustible perforated mineral 
acoustical tile. It is made from mineral wool and bind- 
ing agents which form a strong homogeneous acous- 
tical unit. Minatone is perforated with 676 holes 
per square foot, 5/32 inches in diameter, 7/16 inches 
deep, and is factory painted with two coats of white 
latex resin paint on the face and bevels. The tile is 
12 inches by 12 inches by 5/8 of an inch. It may 
be installed by cement application to a rigid, level 
surface of plaster, gypsum lathe or gypsum board or 
it can be installed by mechanical suspension by the 
usual methods. 


THE REX-RECORDER 


utilizing the dictating machine application of “The 
Magnetic Principles of Recording” is available from 
the American Dictating Machine Co., 65 Madison 
Ave., New York. Rex Recorder is offered in three 
different units: the dictating unit complete with 
microphone, $265; the transcribing unit complete 
with choice of headset and foot-pedal, $265; and the 
combination unit completely equipped for use as a 
dictator or a transcriber, $300. Magnetic recording 
is designed to be free of surface or background 
noise and is erasable, therefore disc is re-usable 
10,000 times or more and spot corrections can be 


made by dictating over mistake. 
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LIGHTWEIGHT CARBON PAPER 

A lightweight carbon paper, Beautyrite, with special 
advantages for multicopy work on electric and other 
hammerblow typewriters, has been announced by 
Remington Rand Inc., 315 Fourth Ave., New York. 
Beautyrite has a special "non-slip" treated back to 
prevent “curling’ and, combined with Beautyrite’s cut 
corners and uncoated edges, provide for cleaner, 
easier handling. Beautyrite is packed in a dispenser 
box and each folder features the patented “Magic 
Spot" which allows typists to pick up single carbon 
sheets without touching their inked surfaces. A com- 
plete description is contained in a new folder, RSC- 
238). 
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ANOTHER ORDER 


reaches the shipping room of Timely Clothes Inc., 
Rochester, N. Y., through its pneumatic dispatch 
tube system recently installed by the Lamson Corp., 
Syracuse. The 3-inch tubes whisk work orders, invoic- 
ing information, shipping orders, and other office 
papers between three key points: the main office, 
the stock control office and the shipping office. Even 
large 12'/. x 20 inch master work sheets can be 
rolled up and dispatched through the tubes. The 
new system has speeded order handling, and, it is 
estimated, saves 50 per cent of its cost in messenger 
service each year. 


WALLS OF MARBLE 


and wood appear to encircle this room. Actually 
they've been covered with Marlite prefinished wall- 
panels, a product of Marsh Wall Products Inc., Dover, 
©. Shown here in a lounge, these scratch and scuff 
resistant panels are equally adaptable to office sur- 
roundings. The upper area is covered with Marlite 
“Woodpanel" while the wainscoting features their 
“Marble” pattern. The high-heat baked finish is im- 
pervious to moisture, alcohol, mild acids and alkalies, 
and resists cigarette burns, its manufacturers say. 
They point out, too, that Marlite eliminates periodic 
redecorating and plastering costs, and is quick and 


easy to install. 


PORTABLE TAPE RECORDER 


weighing 934 pounds and measuring |1'/2 x 8'/2 x 5/4 
inches is newly offered by the Amplifier Corp. of 
America, 398 Broadway, New York. Labeled the 
Magnemite, this battery-operated recorder and play- 
back unit is designed to operate in any position, even 
upside down or while in motion. The high-gain 
amplifier, which requires no preliminary warm-up, is 
said to pick up a normal speaking voice 100 feet 
from the microphone. The noiseless, vibrationless 
spring-wound motor runs fifteen minutes on a single 
winding and may be rewound during operation. A 
warning light flickers two minutes before rewinding 
is needed. The Magnemite operates from dry bat- 
teries designed to last 100 hours. With tape speed 
set at 1% inches per second, two full hours of re- 
cording time is possible on a single 5-inch reel of 
tape. Its two-tone leatherette case gives no hint of 
its function when closed. 


businessmen can now dash off on quick out-of-town 
trips carrying everything they'll need in one hand. 
This brief-case-overnight-bag combination, called the 
“Flite-Niter," holds both business papers and per- 
sonal items. Its tailor-made compartments for shirts, 
ties, toilet articles and other traveling needs are 
easily snapped out, leaving only a slim business case. 
Made in either deep buff or top grain British cow- 
hide leather, Flite-Niter is manufactured and sold 
by Dorco Inc., 20 E. Jackson Blvd., Chicago. 
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NOMA AREA 2 LUNCHEON 
Bob Brown, Bird Coal Co., Philadelphia, addresses 
the Saturday luncheon gathering of the Area 2 Con- 
ference of the National Office Management Associa- 
tion, held inv Atlantic City in April. Directors and 
officers of NOMA are at the speakers table with 
Mr. Brown, who was then Director of Area 2. 


ra HAND ADDRESSING MACHINE 

as designed for easy, time-saving printing on ledgers, 
te checks, labels and all sorts of mail is offered under 
ling the name of Card-A-Dresser by Diebold, Inc., Can- 
bat- ton, O. The complete kit (above) consists of a Card- 
ol a-Dresser, carbon ribbon and fluid. Here's how it 
o- works: |. Type once using carbon ribbon as backing 
Yr under desired reproducible copy. 2. Saturate felt pad 


of Card-A-Dresser with fluid from kit. 3. Brush quan- 
tity of fluid from felt pad to each piece to be 
addressed. 4. Apply reproducible copy and press 
with roller (below). Additional details are available 
by writing Diebold and asking for their folder, ‘100 OFFICE PLANNING 

Ways to Save Addressing Time.” gets a helping hand from this plastic template 
designed for quick sketching of furniture, floor 
and fixture layouts. Manufactured by Rapidesign 
Inc., Glendale, Cal., the template is scaled '/g- 
inch to the foot. It is made of .030 mathematical 
quality matte finish plastic, with the printing on 
the matte surface to minimize wear. Dimensions 
are 6 x 3 5/16 inches; the price, $1.60. 


SIMPLICITY 

is the keynote of design, said an artist once. Knoll 
Associates, Inc., creators of this modern executive's 
desk, utilize this idea in their new line of “office 
planned" furniture composed of tables, chairs, cabi- 
nets, and desks. Foremost feature of the new series 
is its versatility: numerous work-area arrangements 
are possible through different desk-cabinet combina- 
tions. Individual pieces are designed to join others, 
forming either L- or T-shaped units. Personal prefer- 
ence also determines the number of desk drawers 
and cabinet shelves. The birch and walnut desk and 
table tops are laminated with burn-proof plastic, re- 
vealing the actual veneer of the wood. The series 
is divided into four groups: executive, junior executive, 
executive secretary-stenographer, and conference. 
Knoll offices are at 575 Madison Ave., New York. 
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This year twice as big as ever in its 48 year old 
history, the National Business Show emerges a 
truly national business show. By inviting major 
industry to participate in its “Invest in America’ 
program, this exposition becomes a true Sounding 
board for the voice of industry. Space reservations 
are now four times ahead of last year with greatly 
heightened public interest already guaranteed. For 
favorable locations make your reservations early. 


Lig than ever / 


capé THE NATIONAL BUSINESS SHOW 


OFFICE EXECUTIVES ASSOCIATION OF NEW YORK, INC. 


33 West 42nd Street, New York 36,N.Y. Phone: PE. 6-6760 
Rudolph Lang, Managing Director 
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Equipment 
Roundup— 


This month: 


Payroll and bookkeeping machines and systems, 
and intercommunicating devices. 


(Manufacturers’ list on page 52) 


JUDGING by reports of manufacturers in the two 
equipment fields covered this month, not too much 
remains in the way of prompt delivery of bookkeep- 
ing machines or intercommunicating systems. Of the 
two, intercom systems are a little more difficult to 
come by, depending on the complexity of the system. 
Cable and other copper components are still critical. 
Deliveries of bookkeeping machines have improved 
somewhat, but “normal delivery” is still a matter of 
four months in many cases. 


Addressograph-Multigraph Corp. advises five modetls of 
the Accounting Addressograph Class 9100 are now avail- 
able, the differences being largely in digit capacity and 
type of Addressograph plate used. In addition, the Class 
9300 reproducing punch, a machine which automatically 
imprints and reproduces and/or gang punches I.B.M. or 
Remington Rand tabulating cards, is also available for 
general purchase. 

Model 9143 embodies conventional Addressograph prin- 
ciples of writing fixed information from the embossed por- 
tion of Addressograph plates, printing through a conven- 
tional machine ribbon, and simultaneously senses, by means 
of a mechanical principle, and adds up to 27 digits of 
numeric information which has been key-punched into the 
Addressograph plate. Forty-three digits of totalling capacity 
are provided in each of three registers, and transfer of totals 
from one register to another, for control purposes, is made 
automatically. The addition and totalling of figure infor- 
mation takes place at the same production rate, at which 
alphabetic information of as many as nine lines are printed, 
of one-hundred cycles per minute. Distribution of written 
and added information on business forms is taken care of 
by a wide variety of automatic form-feeding attachments. 

Delivery dates on the Accounting Addressograph Class 
9100 have been shortened, rather than lengthened, due to 
the intensive engineering and manufacturing program men- 
tioned above. Five months’ delivery is possible with this 
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Burroughs’ Sensimatic 
accounting machine, Series 300 


type of equipment at the present time. The other machine 
mentioned, the Class 9300, is on a schedule of 12 to 18 
months, which represents about six months’ longer schedule 
than was in effect two years ago. 

Two types of service maintenance contracts have been 
in effect for some time to lengthen the life of Addressograph 
products. One type provides for replacement, without fur- 
ther charge to the user, of all parts, including all normal 
wearing components with the exception of machine ribbons. 
A relatively recent trend is the factory training, without 
cost to the user, of user-employed service technicians to 
maintain large batteries of equipment. 


R. C. Allen Business Machines, Inc. points to its low-cost 
payroll plan involving the R. C. Allen bookkeeping machine. 
The plan designed for any business, provides three im- 
portant and necessary records with a single handling of 
the forms and the figures—the payroll summary, employees’ 
earnings record, and the paycheck. 

Each line of posting provides an understandable, easy- 
to-read earnings picture not only for the payroll clerk but 
also for the employee receiving the check. While writing 
the check, the machine computes and posts complete Social 
Security information. So many of the machine features 
are automatic that with a minimum of practice, any office 
worker can become skilled in preparing payroll records. 

Machine features include visible dials and visible keyboard 
to promote accuracy. Motor-bar lock prevents operation 
of machine when carriage is open. Keyboard slope reduces 
eye strain. Compact size reduces arm movement—no long 
reaches. Readily portable. Seven, two-character abbrevia- 
tions in addition to year dates. Motorized total and sub- 
total keys. Quiet operation. Easily removable tabulator 
and control bars. Convenient for adding, subtracting, multi- 
plying, and dividing. 


Burroughs Adding Machine Co. reports the complete avail- 
ability of its line of bookkeeping and payroll machines, 
consisting of the Burroughs Sensimatic Accounting Ma- 
chines, Series 100, 200 and 300; Burroughs M Series Type- 
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Top row, from the left: R. C. Allen Business Machines’ desk bookkeeping machine; Underwood 
Sundstrand model E accounting machine; and the Remington Rand Inc. Foremost accounting 


machine. Bottem: 


Addressograph-Multigraph Corp.’s Accounting Addressograph, and National 


Cash Register Co.’s model 23015 (151) analysis machine. 


writer Accounting, Typewriter Billing and Statistical Ma- 
chines; Burroughs High Speed Payroll Machines and Desk 
Model Bookkeeping Machines. 

“Burroughs Sensimatic Accounting Machines operate on 
the revolutionary new principle of Sensimatic control en- 
abling them to provide unmatched speed, versatility and 
simplicity of operation,” a Burroughs spokesman said. 
“Sensimatic control units enable an operator to set the 
machine for any one of four separate jobs with a simple 
turn of the job selector knob—and control units are inter- 
changeable making almost unlimited versatility possible on 
single machines. Available in two, five, and eleven total 
models, the Sensimatic can handle all accounting work— 
payroll, accounts receivable (including age analysis), ac- 
counts payable, general and miscellaneous posting, govern- 
mental reports, summary strip reporting, sales distribution 
and many other jobs.” 

Delivery dates remain about the same on all these prod- 
ucts, except that some Sensimatic models are available 
immediately. 


National Cash Register Co. reports that all models of its 
line are still available for general office purchase. 

NCR describes its National Payroll and Distribution 
Machine with Card Box Feeder or Platen Spacer and Auto- 
matic Multiple Tax Computer. Labelled Model 22415(142) 
ST-SN, this 24-total machine with auxiliary equipment and 
features was developed for complete payroll-writing jobs 
large and small. It is also used for analysis or distribution 
work, and for processing 94l1a and W-2 government reports. 

It writes payroll check and detailed pay statement, pay- 
roll journal, check register, and employee’s earnings record, 
all at one operation. Four todate balances, consisting of 
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F.I.C.A., Withholding Tax, Earnings, City Tax (or other), 
are provided. The automatic multiple tax computer shows 
the correct amount to be deducted for F.I.C.A., Withhold- 
ing, and any other variable deduction with a fixed percent- 
age factor based on gross earnings. 

When current earnings are less than the minimum amount 
upon which withholding tax can be computed, a green light 
will show at the front of the automatic indicator and nothing 
will appear in the U. S. Income Tax section of the dial. 
The F.I.C.A. recording key locks up when earnings to date 
reach or exceed $3,000. A red light also warns the operator 
that the earnings to date have passed the F.I.C.A. deduction 
limit. It provides up to 25 split totals (50 separate totals) 
for analysis or distribution work. 

“So far, this year, we have not had to extend delivery 
dates on any of our models,” NCR reports. “We have 
opened more service depots in the smaller communities 
in which we sell our products. We also are selling more 
service maintenance contracts when we take an order for 
a machine.” 


Remington Rand Inc. reports current emergency has not 
caused it to shorten any of its lines. All current models 
are still available. Remington Rand describes its Foremost 
as a descriptive accounting machine with 10 touch-operated 
numeral keys and standard alphabet keybord. All compu- 
tations and most machine operations are completely auto- 
matic, to assure speed and mechanically proved accuracy 
on any accounting job. 

Delivery dates were extended somewhat on the Foremost 
accounting machine but improved production has largely 
eliminated extended deliveries. 

“Through maintenance contract with the user, we assume 
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Tools of the Office 
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Top, from left: Bafco Rotary Withholding Tax meter and peg-board of Bates Accounting Forms 


Co., and Payrollmaster of Payroll Tax Service. 


Bottom: Shaw-Walker Kopi-Spot; Todd Co.’s 


Form-Master; and Charles R. Hadley Co.’s Multi-Record board. 


responsibility to service and maintain the machine, for efli- 
cient operation and extended useful life,” Remington Rand 
says. 


Underwood Corp. points out that “with the exception of 
punched card accounting, we have a machine for every 
accounting purpose for business organizations of all sizes.” 

The Underwood Sundstrand low priced all purpose Model 
E Accounting Machine is designed for simplified handling 
of various bookkeeping procedures. This easy-to-operate 
ten key keyboard machine has two crossfooters for account- 
ing application flexibility. Its interchangeable control 
plates, known as the “mechanical brain,’ make possible 
automatic operations, minimize errors and give positive 
accuracy. 

Simplicity of operation is accomplished by such features 
as automatic column selection, which eliminates the neces- 
sity of selecting decimal position. A flexible keyboard 
arrangement provides month, day, year and descriptive 
characters, and these, all print in one operation. The ma- 
chine has a front feed carriage with writing line and all 
other entries visible at all times. The carriage opens and 
closes automatically to eliminate manual operation. 

The Underwood Sundstrand Model E provides automatic 
computation and printing of debit and credit balances, auto- 
matic proof total and, when necessary, automatic adjust- 
ment of proof total. Both crossfooters have direct subtrac- 
tion, and provide for direct correction of errors while forms 
are in the machine. Other features are fast balance transfer 
and simultaneous trial balance, automatic line proof on 
every posting, and through the interchangeability of control 
plates, ability to handle a number of different applications. 

This Underwood Corporation product, as well as other 
of its accounting and bookkeeping machines are available 
on 30 to 60 day deliveries, and the full line is still available 
for general office purchase. 
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One-writing 
Systems 


Bates Accounting Forms Co. reports that current condi- 
tions have not hurt availability of the rotary withholding 
Taxmeter or its one-writing payroll system. 

Bates says that Time Countroller, another Bates product, 
is a device which calculates the daily elapsed time between 
“Time-In” and “Time-Out” punched on any time card, 
automatically adds up the total net time worked for the 
entire week (less lunch time) and shows the answer split 
between regular and premium hours. It is adjustable for 
7-, 7%4-, and 8-hour work days and 30-, 45-, and 60-minute 
lunch hours. Time Countroller operates by means of a 
stylus used to activate two geared continuous belts on which 
time is calibrated in 15-minute intervals. These are integrat- 
ed with the face panel showing all the points on the clock 
in vertical calibrations. Another panel slotted to expose 
the time readings on the latter, and provide a channel for 
guiding the stylus, rides up and down so it can be adjusted 
for variations in working hours. The device is made of steel 
and finished in grey. Price, under $50. 


Business Systems Corp. describes Paycomptroller, the 
company’s one-writing payroll system. It prepares four 
records with one writing—a summary sheet, individual earn- 
ings card, employee’s statement of earnings, and check 
or cash-receipt-envelope. Gives two to three inked copies. 
Actually writes name in ink on summary sheet (3rd copy) 
simultaneously with check. This is actual proof of payment, 
both as to proper name and amount. Offers fixed writing 
position (same convenient writing line at all timies). Auto- 
matic alignment (adjustable wheels and pins permit minute 
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Tools of the Office 


From the left: 


alignment). Allows complete visibility of \ previous earn- 
ings of each employee; saves up to 40 per cent additional 
time in computations. Also permits accumulation of earn- 
ings, withholding tax, state tax, or any other accumulation 
desired. 

Proof of all entries are automatic for each employee, when 
summary sheet has been proven. All steel construction, 
weighs six pounds without extention’ and carrying case. 
Fourteen pounds with extention and carrying case. Ad- 
justability permits interchanging of forms of various sizes 
in a matter of minutes, for other applications. Convenient 
carrying case protects when not in use, and is handy when 
transporting it from one place to another. 


The Charles R. Hadley Co. says that an important part of 
its line consists of its Speed Writing Systems—writing 
boards and forms. Systems are available for Accounts Re- 
ceivable, Accounts Payable, and Payroll, and other account- 
ing operations. 

Movable runners give the board great flexibility, and elim- 
inate tedious searching for fixed pegs. 


Payroll Tax Service is another one-writing system which 
completes the entire payroll—the payroll summary sheet, 
record of employee's earnings, employee’s weekly statement, 
cash receipt or pay check, and the pay envelope. Payroll- 
master has two adjustable pins which automatically see 
the exact weekly line of the employee’s record on the fixed 
writing line. A finger-tip lever moves the payroll sheet 
automatically to its next writing line. Special Inkarbon 
duplicator paper makes inked impressions. Made of alu- 
minum, lightweight, easy to use. 


Shaw-Walker, Inc, reports that demand is still heavy for 
Kopi-Spot, its one-writing payroll system which funnels 
up to 13 records into a single record and posting operation. 
The company reports that Kopi-Spot deliveries are good, 
and promise to remain so in the future. 


The C. E. Sheppard Co. Multi-Rite, Jr. writes all forms— 
payroll, or accounts receivable or payable in one operation. 
A lightweight bakelite posting board is used to accommo- 
date stock forms. Other multiple record forms such as 
Accounts Payable, lay-away payments, installment pay- 
ments, cash receipts, etc. can be recorded with the same 
one-writing principle. 


Todd Co.’s new type Form-Master board for one-write 
posting of payrolls, accounts payable and accounts receiv- 
able was introduced earlier this year. It features single, 
convenient posting position for all entries. Payroll sum- 
mary or journal sheet is moved into this position, entry 
by entry, by pressing a control bar which carries the sheet, 
and which clicks into perfect alignment through a series 
of automatic stops. This feature as well as several others 
on the new model, is a result of three years of field studies 
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Business System Corp.’s model 5600 Paycomptroller; C. E. Sheppard Co.’s Multi-Rite Jr.; 
Visirecord Inc.’s Triposter bookkeeping machine 


in various kinds of offices throughout the country. Inter- 
views with operators disclosed, Todd people said, that most 
payroll clerks strongly favored an arrangement whereby 
they would not have to change writing position for every en- 
try, and find themselves writing in an increasingly cramped 
position as they neared the bottom of the old style board. 

Another new feature is the elimination of a carbon roll 
with its exposed carbon sheet which sometimes soiled sleeves 
and wrists. The new Form-Master utilizes a clean-jacketed 
carbon which is slipped over the top of the summary or 
journal sheet. Available in two sizes Model 67 measuring 
16 by 14% inches and Model 68—21 by 20 inches. 


Currency Counters 


Denominator Co. describes the Payroll Denominator as 
an office aid used in determining from the payroll sheets 
or envelopes the number of each bill and coin required to 
fill the envelopes of a cash payroll. The operator mentally 
determines and then records on the machine the require- 


Currency counter of the Denominator Co. Ine. 


ments for each pay envelope. The totals are transferred 
from the registers to a currency form and extended into 
the dollars and cents total which must agree with the net 
payroll figure from which the individual envelopes have 
been written. 

All model Denominators are available on approximately 
a 30-day delivery basis. 


The editors will be happy to cooperate 

in assisting subscribers with information 

on equipment mentioned in the earlier 

features of this series. Next month, the 

“Tools” article will be on secretarial 

posture chairs, numbering machines and 
staplers. 


; a | Se tS ee owe oie ss . ‘ae ai ; & aoe 
ae J ie ee - Ss 
Cie 
Gaeta 
ys: 
Pins 
4 V 
sg pe - 
a | TE boc 
a ' ing 
oy - 
ae niieeniaaies Du 
2 s—— © . ; 4 He 
aie sam te 2 iia 1 ws , 
7 ES RD P : rol 
am 3g : ; : 
" Rp i ‘so lowte | tee ee @ _ oe f 
— ; 3 ae me a si, ae 
ie Sug : a ae fens es ema er : ae Ped er! 
" # ss : eo. 4° hy. Me ae ae oy ee . ar 
i ; : naan ; b oe © : 
: a (L.Secrmaaemanenomreae = t Sp . . 3 Tl 
ae OBES ee ee aa aay ni 
sale | bie er ae ~~ ad RR Be opt di 
B H i 7 A ieee — 4 { * 4 
bi : } oy ee to A 3 Z 
Ras eo oe ees 
aan | & 
- % | | ee 
ean | 
oy | 
Z | 
ee 
Be b '23 | 
=! 
.. 
- 
d c | 
ie 
¥ | 
- 4 
' . Pe 
ee 
be 
d ee 
Ty 
; = 'd ee ni ae ‘ whee — Pg 423 aby e z- 
te ( the = Reve. ze “Ft Ps ee 
, ~ 4 hp “ala ¢ * “= = > er * ok 
ial ‘ aa ) i. am = : a oe 
é : a eed 
wisn ‘ * wy E b . 
aed ear gies i bea g oe 
: 5 2a ere, 
- aes: : oo = oig, 
i = S = sai ee cain oa 
a P 
ae eo 
= 
4 eC 
= | 
an 
\ a 
ao 
rae 
ome 
aly 
a | ef 
. = 
ae 
ad a 
2 a 
ah } 
an , 
a ae 
Seige 


mt. 


ter- 
ost 
eby 
en- 
ped 
ind. 
roll 
ves 
ted 
or 
ing 


a os os ee . oe 


Visirecord, Inc., describes its Triposter for posting multi- 
ple records at one writing. Triposter, the fast hand-posting 
bookkeeping machine, is designed for multiple record post- 
ings. As many as seven records may be posted simultane- 
ously, thus eliminating duplication of work, (i.e. Journal, 
Duplicate Journal, Ledger, Customers Receipt, Statement, 
Home Office Copy, Sales Accounting Copy). The carbon 
roll for duplication is contained within the machine elim- 
inating messy handling and speeding customer service. 

With Triposter there is no possibility of any transcription 
errors as all copies are done in one writing. Transactions 
are controlled by individual journal entry, and no entry 
or alteration is possible without appearing on the journal. 
The journal provides daily control over Cash Merchandise 
distribution and General Ledger entries. 


Intercom 
Systems 


Tools of the Office 


Anyone who can write can operate the Triposter without 
mechanical time consuming interruptions, Visirecord, Inc. 
says. It is constructed of sand cast aluminum and stainless 
steel for life-time durability. 

There are any number of applications for the Triposter, 
such as on inter-departmental transfers and charges, re- 
ceiving records, employees savings, and loan or Credit 
Unions. In fact the machine can be used in any place or 
department where entries are made on several records. 
They can be consolidated to one writing with Triposter 
saving time, errors, and cost. 


Modernphone executive master station of Radio Corp. of America 


Automatic Electric Sales Corp. offers P-A-X automatic 
business telephone systems. Smallest of the P-A-X switch- 
boards handles ten phones; the largest handles 200 with 
room for expansion, and permits an unlimited number of 
simultaneous conversations. Special P-A-X services include 
direct executive lines, executive rights of way, telephone 
conferences, key calling, code calling, paging telephones, 
emergency alarms, watchman’s service, public-address cut- 
ins, and automatic information announcers. y 

The system uses conventional wiring and standard mate- 
rials. Operates on low voltage. Scattered plants may be 
interconnected by telephone lines or microwave radio 
channels. 

The company states that there has been no appreciable 
cut in its line because of emergency conditions. Delivery 
dates have been extended to from 30 to 60 days. 


Dictograph Products Inc. features a private executive 
telephone system enabling top management to be in direct 
touch with its functional associates. The system is installed, 
serviced and maintained by the company through its branch 
offices. All models currently available. One to three months’ 
wait for delivery. 


DuKane Corp. offers Flexifone, an intercommunication 
system eliminating dials, buzzers and operators. The user 
pushes the key of the particular station with which he wishes 
to speak, depresses a “talk bar” and speaks. The talk bar 
has a lock-down feature which frees both hands. 

In Flexifone’s line are 6-, 10-, and 20-station “masters,” 
and both selective and non-selective speaker stations. The 
masters can reach any other master or speaker hooked to 
the system; the selective speaker stations can call as many 
as four masters, while the non-selective speaker can com- 
municate only with the master to which it is connected. 
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Also featured are handsets for complete privacy, and re- 
entrant horns for noisier areas which can carry two-way 
conversations, and initiate them through a call-in switch 
box. 

Emergency conditions have not caused Flexifone to short- 
en its line, although substitutions have been made. Delivery 
ranges from immediate to a 90-day wait. 

The DuKane Corp. also manufactures public-address 
equipment and other institutional sound systems. 


Executone Inc. announces that all its models are available, 
that emergency conditions have caused no shortening of 
its line. Executone’s intercom system consists of any desired 
number of master and staff stations connected for two-way 
voice communication. Incoming calls to the master can be 
answered from across a room without approaching or touch- 
ing the station. Nevertheless, user’s privacy is protected as 
all incoming calls are announced at the master by a soft 
chime and signal light. Automatic busy signal indicates 
station is busy. “Lock-out” prevents interruption and as- 
sures privacy between any two stations. 

Stations can be equipped with Executone’s “hold-annunci- 
ator” feature. When staff stations originate calls to an- 
nunciator-type masters, the chime and light announce them. 
Light remains on until master answers, and caller continues 
work. When call is answered he can reply from across room. 

An auxiliary paging circuit with convenient reply stations 
is featured too. Nationwide distributors provide local, on- 
premises service. 


Kellogg Switchboard and Supply Co. offers Select-O- 
Phone, a completely “inside” dial phone system. The set-up 
consists of the phone itself (wall, desk, side-mounting or 
outdoor), 3-conductor wire, and switchboard. 

Among Select-O-Phone’s features are: unlimited simul- 
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Tools of the Office 


Top row, from the left: Select-O-Phone instrument of 

Kellogg Switchboard & Supply Co.; Vocaline Co.’s model 

CC-2 Vocatron; and TelAutograph Corp.’s Telescriber re- 

ceiver. Bottom: Executone Inc.’s master station; Webster 

Electric Teletalk, 900 series; and Switchboard and phone 
of Automatic Electric Sales Corp.’s P-A-X system. 


taneous service, conference facilities, 100% trunkage (any- 
one can call anyone else), privacy, general call service 
through coded ringing, voice paging system, party lines, 
executive “right-of-way” permitting instant connection 
whether called station is in use or not. Regular switch- 
board is kept uncluttered as Select-O-Phone completely 
sidesteps it; user can handle “inside” and “outside” calls 
simultaneously, asking one party to hold the line. Stations 
can be added one-at-a-time up to forty-eight, and can be 
installed by local electricians. 

No delay in delivery or reduction of production is reported 
by the company. 


Radio Corp. of America offers “Modernphone,” intercom 
instruments based on the use of telephone handsets. The 
line has five categories: Modern Minor, Standard RCA 
Modernphone Intercom, Modernphone Master System, 
Modernphone Paging, and Modernphone Tele-Sound. 

The Modern Minor series permits phone conversations 
between two to six people at the touch of a button. Standard 
RCA Modernphone Intercom permits communication be- 
tween -a minimum of six and up to 120 stations. It offers 
privacy, selective ringing, selective talking and full trunkage. 
Its instruments have from five to twenty buttons. 

The Modernphone Master System features master and 
staff stations, the master having additional red buttons and 
lights. Advantages include secrecy of executive conversa- 
tions, visual indication of a calling staff member, optional 
handset, and indication at the staff stations that the “boss” 
wants to talk. 

Modernphone Paging enables its user to be tied in with 
an amplifier system, without interfering with other intercom 
instruments. Special lights warn others that the paging 
system is in use. Tele-Sound permits two-way conversa- 
tions without touching or approaching the instruments, 
as they amplify and reproduce words spoken at a distance. 


Stromberg-Carlson intercom telephone systems provide 
quick contact with key personnel without going through the 
public exchange switchboard. They lessen the load on 
telephone operators and keep lines free for important out- 
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side calls. Five models comprise the line: Executive, Master, 
Standard, Duo-Private, and Motor-Court—providing com- 
binations of master-to-master, master-to-extension, master- 
to-sub, or simple two-station hook-ups. Both master and 
sub-station models are available for desk or wall mounting. 

As few as two and as many as twenty-five stations are 
possible with the various models. Many units are inter- 
changeable. No shortages in the line have occurred; sets 
are immediately available, with only a possible delay for 
cable. 


Talk-A-Phone Co.: a “traffic-controlled” office intercom 
system, with red, green and amber lights to indicate when 
stations are in use, are clear, or have calls waiting, is the 
latest offering of the Talk-A-Phone Co. 

Available in “Chief” and “Super-Chief” models, the “traf- 
fic-control” unit is a twelve-button affair, combinations of 
which handle up to forty stations, all master or master-and- 
staff combinations. 

The unit signals automatically when any desired station is 
engaged. A red light glows through the plastic name-plate 
bar to the left of the unit. A green light glows through a 
touch-bar when a station is clear, and amber shines through 
an off-on knob when a call is held. 

“Redi-Power” is another feature. Redi-Power furnishes 
a 10-watt output through self-compensating controls that 
automatically supply the power needed. Conference relays, 
“Uni-Trans” dictation control, and “dynasonic” voice-power 
controls are additional features. 


TelAutograph Corp.’s standard and “Instan-Form’”’ tele- 
scribers transmit handwritten messages instantly to distant 
locations. This handwritten feature, say its manufacturers, 
provides for communication of authoritative messages and 
alibi-proof records. 

Within a TelAutograph system any arrangement of “tran- 
ceivers” (transmitter-receivers) and receivers can be built. 
Messages can be sent selectively or collectively. 

The company services and maintains all its equipment 
which is installed on a leased basis. No restrictions of its 
line has occurred because of the emergency, and 8- to 10- 
week delivery is available on all models. 
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Find out HOW... 
try it FREE! 


WII This new RCA MODERNPHONE 


Let us do this for you: 
Let us arrange to have these Modernphone 
desk sets brought to your office. See how 
they can save you time and money in your 
daily work. The complete system might eas- 
ily save you up to $3000* or more yearly. 
And to find this out will cost you absolutely 
nothing. THE TEST IS FREE! 


How Modernphone saves time and money 
Puts you in instant telephone contact with all 
your key men. Saves your time and theirs. 
Boosts efficiency all down the line. Push- 
button operated, it’s the world’s fastest inter- 
com. No numbers. No warm-up. No dialing. 
No “ringing” keys. No “‘push-to-talk” keys. 
One push of a button does it all . . . connects 
your party and rings his station. 


Everyone can call everyone else 
Permits as many 2-way calls as there are 
pairs of instruments. Permits 3-way confer- 
ence calls. All at same time. And from an 
executive station you can always break in 
on any call if mecessary. 


Keeps switchboard open 
Operates independently of main telephone 
switchboard. Reduces waiting on busy lines. 
Eliminates “Vl call you backs.” 


Easier to install . . . simple to maintain 


Uses fewer wires. Operates on batteries, 
independent of AC power. Can operate on 
AC with rectifier if you prefer. No complex 
circuits. Installation quicker . . . easier. 
Maintenance negligible. 


Name. 


Costs LESS than any comparable system 
Before you buy any intercom see RCA’s 
Modernphone. It’s far and away the best 
buy on the market! Serves 3 to 30 or more 
stations. Includes executive master set, desk 
sets, wall sets. For full story, mail cov 
pon NOW. 


—___. "Modernphone can save you 
$300 to $3000 a year... 


Example: Let’s compute this on a 
10-station system. If your key men 
are worth only $3 an hour and if 
Modernphonesaveseach manonly 20 
minutes a day, that’s $1 a day a man, 
$10 a day total. Thus, Modernphone 
could save up to $3000 a year... 


MAIL COUPON FOR YOUR FREE TRIAL... TODAY 


Sound Products, Dept. 159F, RCA, Camden, N. J. 


Your Free DEMONSTRATION OFFER sounds fair enough. Without 
obligation on my part, please arrange for a demonstration of 
Modernphone in my office. 


Title 


Company 


Address 


RADIO CORPORATION of AMERICA 
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Vocaline Co. of America Inc. offers portable intercom 
units called “Vocatron.” The 3% pound units require no 
special wiring or installation, are simply plugged in any- 
where. The two-way system incorporates a silencing circuit 
which maintains its units in a static-free state while standing 
by. The system is activated by a signal from any one of 
the Vocatron stations. Two, three or more units may be 
used concurrently. 

Life of Vocatron units can be compared to the life of 
radio sets. While the life of a set should be for many years, 
Vocaline Co. says, the tubes, which are radio tubes, may 
need replacement in direct ratio to hours of use. 

Delivery dates are prompt, and the company has not had 


Manufacturers List 


BOOKKEEPING MACHINES AND 
PAYROLL MACHINES AND SYSTEMS 
Addressograph-Multigraph Corp. 
1200 Babbitt Rd., Cleveland, Ohio 
R. C. Allen Busi Machi 
678 Front Ave., Grand Rapids, Mich. 
*Bates Accounting Forms, Inc. 


Larry Nickelson & Co. 

10004 SE., Foster Rd., Portland, Ore. 
*Payroll Tax Service 

44 W. 29th St., New York 
hines, Inc. Remington Rand Inc. 

315 Fourth Ave., New York 
*Reynolds & Reynolds Co. 


Top, left, Stromberg-Carlson’s model 6240-C12 in- 

tercom telephone, and master station of Talk-A- 

Phone Co. Left: DuKane 4A100 Flexifone (left) 
and Dictograph’s standard executive station. 


to shorten its line. Retail price, east of the Rockies, for 
standard model CC-2 is $79.50 per pair of talk-listen units, 


Webster Electric manufactures several series of inter 
communication equipment. Its “900” series consists of 
master stations in modern cabinets, with microphones 
mounted at top. It requires no talk-listen switch and js 
equipped with optional side handset for privacy. Its “700" 
series features talk-listen switching and optional signalling 
devices which advise of calls made during user’s absence. 

The “600” series consists of a two-way system whereby 
nine substations may be connected with the master. Its 
speakers are small and may be placed on desks or flush- 
mounted into walls. Calls may be initiated at any station. 

Webster Electric announces no curtailment of production 
due to emergency conditions, and states that all its models 
are available within thirty days or less. Its dealers will 
handle servicing. 


DuKane Corp. 

103 N. Iith Ave., St. Charles, Ill. 
Edwards & Co., Inc. 

90 Connecticut Ave., Norwalk, Conn. 
Executone, Inc. 

415 Lexington Ave., New York 
Intercommunication Systems 


Tiina 8. 
Stausat “e 


33 West 42nd St., New York 
*Blackburn Systems, Inc. 

230 Cedar Lake Dr., Minneapolis 
Burroughs Adding Machine Co. 

6071 Second Blvd., Detroit, Mich. 
*Business Systems Corp. 

100 6th Ave., New York 
Denominator Co., Inc. 

261 Broadway, New York 
*Charles R. Hadley Co. 

330 N. Los Angeles St., Los Angeles 
International Business Machines Corp. 

590 Madison Ave., New York 
*LeFebure Corp. 

716 Oakland Rd., Cedar Rapids, lowa 
*McBee Co. 

295 Madison Ave., New York 
*McMillan Book Co. 
70! Genessee St., Syracuse, N. Y. 
Monroe Calculating Machines Co., Inc. 
555 Mitchell St., Orange, N. J. 
National Cash Register Co. 

Main & K Sts., Dayton, Ohio 
National Record Co. 

2148 P St., NW, Washington, D. C. 
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800 Germantown, Dayton, Ohio 
*Shaw-Walker Co. 

Muskegon, Mich. 
*C. E. Sheppard Co. 

4401 2Ist St., Long Island City, N. Y. 
*The Todd Co., Inc. 

1150 University Ave., Rochester, N. Y. 
Trussell Mfg. Co. 

Poughkeepsie, N. Y. 
Underwood Corp. 

| Park Ave., New York 
*VisiRecord, Inc. 

Copiague, Long Island, N. Y. 


INTERCOMMUNICATION EQUIPMENT 
Autocall Co. 

937 Tucker Ave., Shelby, Ohio 
Automatic Electric Sales Corp. 

1033 W. Van Buren, Chicago 
Bell Sound Systems Co. 

Columbus, Ohio 
S. H. Couch Co. 

| Arlington St., North Quincy, Mass. 
David Bogen Co., Inc. 

663 Broadway, New York 
Dictograph Products, Inc. 

95-25 149th St., Jamaica, N. Y. 
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2433 Indiana Ave., Chicago 
Kellogg Switchboard & Supply Corp. 
6650 S. Cicero Ave., Chicago 
Mark Simpson Mfg. Co., Inc. 

32-28 49th St., Long Island City, N. Y. 
Patrick & Wilkins Co. 

51 N. Seventh St., Philadelphia 
Radio Corp. of America 

Camden, N. J. 
Rauland-Borg Corp. 

3523 West Addison St., Chicago 
William N. Smith Co. 

20 Fergusson Ave., Broomall, Pa. 
Stromberg-Carlson Co. 

100 Carlson Rd., Rochester, N. Y. 
Talk-A-Phone Co. 

1512 So. Pulaski Rd., Chicago 
Talk-O-Products, Inc. 

42 Allen St., Rochester, N. Y. 
Tel Autograph Corp. 

16 West 6lst St., New York 
Vocaline Co. of America 

100 Bristol Bldg., Old Saybrook, Conn. 
Webster Electric Co. 

1900 Clark, Racine, Wis. 


* One-writing systems. 
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The “Tools” 
Schedule 


JULY 


Staplers, numbering machines, and 
secretarial posture chairs. 


AUGUST 


Adding and calculating machines, mic- 
roflm equipment, and dictating ma- 
chines. 


SEPTEMBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


OCTOBER 


File cabinets and transfer files. 


NOVEMBER 


Executive desks and supply cabinets. 


DECEMBER 


Filing supplies. 


JANUARY 


Executive chairs, office safes, and check 
devices. 


FEBRUARY 


Typewriters, copy holders, time record 
ers, wardrobes and lockers. 


MARCH 


Duplicating machines—all types. 


APRIL 


Fans, air circulators, air coaditioning 
units, and water coolers. 


MAY 


Mailroom equipment and machines, 


and addressing equipment and floor 


‘coverings. 


JUNE 


Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment. 
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CHRYSLER BUILDING EAST 
USES MULTI-SYSTEM 
AIR CONDITIONING 


A method of air conditioning which 
utilizes features of several systems, 
and which may influence future air 
conditioning design for commercial 
buildings, has been installed in the new 
32-story Chrysler Building East, com- 
panion structure to the original 77- 
story Chrysler Building. 

The engineering firm of Guy B. 
Panero, designers of Chrysler East’s 
air conditioning system, points out 
that the newness lies in their combin- 
ing and applying of three well-known 
air conditioning principles to the 
Grand Central area’s newest sky- 
scraper. 

The first system combines heating 
and cooling and is designed to take 
care of all perimeter space (the outer 
16 feet) from the second through the 
thirty-second floor. This system em- 
ploys window-type air handling units 
supplied from a central source. 

The second system consists of con- 
ventional metal ducts distributing con- 
ditioned air to all interior space from 
the second through the thirty-second 
floor. 

The third system covers the rentable 
space in the concourse and first floor. 
Outside air duct work and chilled 
water piping to the fan rooms, and 
conventional air handling systems for 
the various stores and other spaces, 
was installed. 


COMBINATION MORE ECONOMICAL 


The combination of these methods 
was found more economical in bring- 
ing conditioned air to all areas than 
any one method used singly. More- 
over, the design provides a_ flexible 
way of treating the concourse and first 
floor area, thereby increasing the 
amount of desirable space which may 
be rented. 

The three systems used are planned 
to maintain 80 degrees Fahrenheit and 
50 per cent relative humidity. During 
the heating season a temperature of 72 
degrees Fahrenheit will be maintained. 

More than 1,400 tons of refrigera- 
tion were installed to cool air for the 
more than 420,000 square feet of floor 
area in the building. 

For conventional air conditioning 
systems, the outside air quantities are 
based on a minimum of 25 per cent of 
the total air handled. For interior sys- 
tems during the intermediate seasons 
half the air handled will be outside air. 
The outside air intakes for the systems 
on the concourse and first floor have 
been designed to handle up to 100 per 
cent outside air during the intermedi- 
ate seasons. 

Dividing the air conditioning into 
three parts is a logical way of meeting 
the problem, says the Panero com- 
pany, because each space requires a 
separate solution. The window units, 
equipped with individual fans, elimi- 
nate the need for radiators or con- 
vectors. These units also provide indi- 


vidual control for the outside rooms— 
where it is most needed. A third ad- 
vantage is that duct sizes can be re- 
duced by more than half, since the 
capacity required is only that for out- 
side air. 

The interior areas, relatively unaf- 
fected by sun or orientation, can be 
handled best and most economically 
by a separate conventional duct sys- 
tem. The store areas are best treated 
individually. 

Heart of the system for conditioning 
peripheral spaces is the Chrysler Air- 
temp units. One complete unit was 
placed under each window, but a single 
cabinet covers the entire space be- 
tween columns, thus housing two 
units. Each unit is equipped with an 
automatic valve so that it may be indi- 
vidually controlled if necessary. In 
larger offices, however, one thermo- 
stat can control two to four units. 

Special care was taken to eliminate 
all noise and vibration from the system 
Flexible hose was installed at pump 
suctions and discharges, and vibration 
isolators were put under machines 
with moving parts. The interior cas- 
ing of the window units is acoustic- 
ally treated for silent operation. 

Chrysler Building East was design- 
ed by Reinhard, Hofmeister & Wal- 
quist. The general contractor was the 
Turner Construction Co. 


Advice Offered On Care 
Of Acoustical Materials 


The Acoustical Materials Association 
of New York has recommended cer- 
tain do’s and don’ts apropos to the 
care and cleaning of acoustical mate- 
rials. It points out for example: 

Washable tile can be cleaned with 
a sponge dampened with mild soapy 
water, and rinsed with a damp sponge 
too. Loose dirt can be removed by 
brushing, or by drawing a vacuum 
cleaner nozzle across the tile’s surface. 

Good wallpaper cleaner is recom- 
mended for non-washable tile. Fresh 
cleaner should be used as old cleaner 
often becomes sticky and does a poor 
job. Any smudges that remain can 
be removed with an artgum eraser. 

Fissured materials should be washed 
with a minimum of water, since mois- 
ture can injure the mineral wool. Care 
should be taken not to damage the 
fissured surface during cleaning. 

Perforated metal pans are easy to 
wash because of their smooth finish, 
but caution must be taken that water 
is not forced through the holes. The 
association recommends applying soap- 
suds with a good paint brush (4-inch 
bristles) rather than a sponge. 

Acoustical materials may be spray- 
or brush-painted. If care is taken not 
to seal perforations, the materials may 
be painted many times without impair- 
ing acoustical properties. A good grade 
of flat, interior oil paint is suggested, 
but enamel may be used. Water paints 
tend to warp acoustical materials, it 
was said. 
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TE CHNIPL AN 7 


MODULAR 
OFFICE 


More workers 
without more space 


“EXPANDING OFFICE operations pose problems 
of personnel, space and office arrangement, 
the problems G/W TECHNIPLAN, original 
complete modular office equipment, is de- 
signed to solve. 

BASIC “L" UNIT saves space by providing 
normal working surface and facilities within 
a compact station. 

ANY DESIRED ARRANGEMENT of work stations is 
possible. Techniplan standard units are in- 
terlocking and interchangeable. The precise 
working facilities required for any job are 
made available. 


Techniplan “Z" arrangement (re- 
verse of main illustration) promotes 
worker efficiency. 


Series of separate office areas with 
standard partitions for privacy. 


DESIRED privacy is provided by standard par- H 
titions, of wood and glass, or all wood, in- GE tis Us for 
terlocked with Techniplan equipment, and wanted information— 


readily rearranged for changing needs. 
SMART, MODERN appearance is assured by the 
handsome dignity of Techniplan design, ex- 
pressed in clean lines and rich wood grains 
finished in walnut, ideal for private offices. 
GET THE FACTS—use the convenient check list 
request for prompt action. 


promptly furnished : 
(_) TECHNIPLAN Facts 
[_] Modern Filing Methods 
(_] Visible Record Facts 
(_] Special BIG Papers System 


MORE THAN 4000 ways to better business orig- 6-OM 

inate with Globe-Wernicke, are sold and Check above, attach 
serviced by dependable G/W dealers who 

are easily found in your classified ‘phone fo your letterhead— 


directory—listed under “Office Equipment.” ane wn A 


— gf 


Engineering Specialists in 
Office Equipment, Systems 


and Visible Records Cincinnati 12, Ohio 
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“O wad some power the giftie 
gie us 
To see oursels as others 
see us!” 


Robert Burns might have been writ- 
ing about the offices of business, 
Apparently it is very, very difficult 
for a business to see its offices and 
office operations as outsiders do. 


What to YOUR eye appears as 
an unsightly, inefficient office 
in some other business, may 
appear to the operators of that 
office as a comfortable, normal. 
ly satisfactory affair. 


But people get accustomed to sur- 
roundings; and they are complacent; 
and they are too busy to notice 
things. That undoubtedly is why the 
majority of offices today, even those 
of prominent and successful con- 
cerns, are outmoded, inefficient, 
costly to operate, and distinctly un- 
attractive. 


The accompanying message 
concerning G/W TECHNIPLAN 
briefs the facts about an extra- 
ordinary development in office 
equipment. This equipment is 
practically revolutionizing the 
office operations of the many 
businesses adopting it. 


Worker efficiency is raised. Work 
output goes up. Costly office space 
is conserved. Every work station is 
job-fitted with the exact facilities 
needed. And TECHNIPLAN is 
superbly good looking—and it is 
not costly. 


Take an objective, introspective 
look at your office. If what you 
observe does not please you— 
talk to your G/W dealer about 
TECHNIPLAN. 


Sincerely, 


Elmer G. Rahe 
Vice President 
Sales 
Globe-Wernicke 


June, 1952 


MFG. 
SH 


Gross 
clerical 
manufa' 
while t 
sonnel 
average 
the cur 
mew, a 
Depart 
and Ur 
315,000 
—abou 
visory. 
“In t 
up of 
hookke 
two ¢ 
womet 
ployee: 
technic 
trative 
was a 


The 
condu 
resear 
one-h: 
ers in 


Office 


grout 
$52.2 
in we 
visor 
ers, | 
duct 


4 ie a ee ee ee 2 eee 
. —_ : s 
EY 1-WERNicKe) 
: | aa 
a8 i 
ie | te. 
a | ae e . . 
w  . : ae a hay 3 om 
— a 86 ANTED 
— a, ries 
a oa | nt secrete 
ge REED Assist sing a 
g * io 
F .. — Si Seo : : 
< ie : L ax > 
7 | total 
. re do ne 
7% 2 earnlil 
Le work 
a : : : befor 
_ 4 i 
ill ne 
anor 
Mu 
a A 
4 ee = 
7 beer 
1. Chi 
7 lett 
a : ish 
a gra 
hae? the: 
oe offs 
a P the 
aa - bof 
s a le 
en P| r ' sat 
bs  — cof 
yy ee of a | 
4 . a _ ‘ j _ tio 
= 7 : Use 
- ye a “a z 
— GLOBE-WERN E 1 bit 
et, j wy the 
a; i ee ” 
ae a me | 


MFG. CO. OFFICE WORKERS 
SHOW HIGH EARNINGS 
IN N. Y. 


Gross weekly pay of non-supervisory | 
clerical workers in New York State | 
manufacturing plants averaged $61.64, | 
while that of supervisory office per- | 
sonnel in the same establishments | 
averaged $114.41 a week, according to | 
the current issue of Labor Market Re- | 
view, a publication of the State Labor 
Department’s Division of Placement 
and Unemployment Insurance. Of the | 
315,000 workers in these plants, 97,000 | 
—about 30%—were classed as super- | 
visory. 
“In the non-supervisory group, made | 
up of clerks, typists, stenographers, | 
hookkeepers, timekeepers and the like, 
two out of three employees were | 
women. Among non-supervisory em- | 
ployees—plant and office managers and 
technical, professional and  adminis- 
trative personnel—only one out of ten 
was a woman. 


BREAKDOWN OF PAY 

These figures are based on a survey 
conducted by the Division’s bureau of 
research and statistics, covering nearly 
one-half of all wage and salary work- 
ers in the state’s manufacturing firms. 
Office workers make up about 16% of 
total personnel. Average pay figures 
do not represent wage rates, but gross 
earnings, including overtime, night 
work and other premium payments, 
before deductions. 

The pay of male supervisors aver- | 
aged $118.17 a week as against, $80.74 
for women. In the non-supervisory 
group, men earned $77.97 and women 
$52.29. Both groups showed increases 
in weekly pay over 1950—8™% for super- 
visory and 9% for other office work- 
ers, compared with a 7% rise for pro- 
duction workers. 


A. B. Dick Introduces 
Multi-Purpose Stencil 


A new multi-purpose mimeograph 
stencil—orange in color—has recently 
been introduced by A. B. Dick Co., 
Chicago. It is available in legal and 
letter sizes, with or without satin-fin- 
ish film topping. 

Not only have these stencils been 
designed to provide long-run mimeo- 
graphing even with quick-drying inks, 
they are made for use as negatives in 
offset-process printing as well. Since 
their orange color renders them opaque 
for photographic purposes, they may 
be used in making the offset plate. To 
satisfy immediate requirements, rush 
copies can be mimeographed prior to 
alonger offset run for major distribu- 
tion. The stencils can be filed or re- 
used the same as ordinary ones. | 

Black cushion sheets, coated with 
glossy plastic, are used with the new | 
stencils. The black and orange com- | 
bination produces high visibility, and 
the new coating is said to eliminate 
the need for burnishing errors, thus | 
Making corrections quicker and easier. | 
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In 4 cases out of 5 
your photocopy machine will cut 
_ manual transcription costs 


Your photocopy machine is designed to copy any 
document or record which is now being tran- 
scribed manually in your office. And—in 4 cases 
out of 5—it will do the job for a fraction of the 
cost... and always with 100% accuracy. 

Double-check your 
" routines now—compare 
‘costs: You can greatly 
reduce costly manual 
transcription . . . copy- 
checking . . . and mis- 
takes—all at once— 
simply by putting 
your photocopy ma- 
chine to work on a “full- 
time” basis. 


For the best photocopies, use 
Kodagraph Contact Paper 
This new paper is made by 
Kodak for use in all types of 
contact photocopiers. It re- 
produces all documents in 
dense photographic blacks, 
clean whites . . . with new spar- 
kle and legibility. And it’s eas- 
ier, more economical to use— 
no more split-second timing or 
trial-and-error testing. Order it 
...and see for yourself. 


[XKedagraph Contact Paper 


“"THE BIG NEW PLUS’ IN THE OFFICE COPY FIELD 
) 


Mail coupon EASTMAN KODAK COMPANY 
for -) Industrial Photographic Division 
free booklet Rochester 4, N. Y. 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 


TRADE- ax 
State we Gi sae 
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| GOOD metal office 
| furniture is a 
GOOD investment 


O©GF Co. 1952 
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oop metal office furniture will 
G increase the amount of work 
turned out by office employees with- 
out any increase in human energy. 


The average office employee costs 
you a minimum of $3,000 per year 
in salary, floor space and general 
overhead. That amounts to $30,000 
in 10 years, the normal period for 
charging off the cost of office furniture. 

If your office employs 10 people, 
you face a minimum fixed expense 
of $300,000 for salaries, floor space 
and general overhead, during the 
next 10 years. 

GOOD metal office furniture such 
as Super-Filer — the mechanized file, 
Goodform Aluminum Chairs, and 
Mode-Maker desks can greatly im- 


1902 


FIFTY YEARS OF PROGRESS 


Foremost in Metal Business Furniture 


Good metal office furniture is a wise investment 


prove your return on that $300,000 
fixed expense through increased pro. 
ductivity, improved employee health 
and morale and added customer and 


public prestige. 


It would not cost more than 1% 
or 2% of that fixed expense to 
completely re-equip your office with 
GOOD metal office furniture. GOOD 
metal office furniture, through in. 
creased efficiency alone, can pay for 
itself in an amazingly short period of 
time and pay big dividends thereafter, 


Why not find out whether GOOD 
metal office furniture would be a 
GOOD investment in your office? 
Call your local GF distributor or 
write The General Fireproofing Com- 


pany, Dept. 0-6, Youngstown 1, Ohio. 


MODE-MAKER DESKS - GOODFORM ALUMINUM CHAIRS - METAL FILING EQUIPMENT + GF STEEL SHELVING 
OFFICE MANAGEMENT AND EQUIPMENT 
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"PEOPLE IN THE NEWS 


—— 


John R. Millikin has been appointed 
ofice manager of the Pittsburgh 
branch, Crucible Steel Co. of America, 
w. H. Wiewel, vice-president in 
charge of sales, announced. 

Mr. Millikin joined Crucible in 1948, 


serving in the New York and Syracuse 
tool steel sales divisions of the com- 
pany. 

He attended Polytechnic Institute of 
Brooklyn, Fordham University and the 
University of Iowa, and served in the 
Air Force during World War II. 


Marshall S. Delavan has been ap- 
pointed controller, and Paul E. Casey 
appointed assistant secretary of Alex- 
ander Smith, Inc., Yonkers, N. Y., 
William F. C. Ewing, president, an- 
nounced recently. 

Mr. Delavan was formerly assistant 
controller of Burlington Mills Corp. of 
N. Y., and prior to that was controller 


M. S. Delavan 


P. E. Casey 


of Textron, Inc. His war-time duties 
with the Air Force included service as 
a financial analyst attached to the War 
Contracts Price Adjustment Bureau in 
Washington. 

Mr. Casey joined Alexander Smith 
eleven years ago as an accountant, and 
for the past four years has been the 
company’s chief tax accountant. He 
Was formerly in the treasurer's office 
of Tri-Continental Corp., a New York 
investment trust firm. 


Bostwick Laboratories Inc., Bridge- 
port, Conn., producer of packaged pow- 
er products, announces that Harold 
Kern has been appointed its controller. 
Mr. Kern was previously treasurer of 
the National Pneumatic Co. and its 
Holtzer-Cabot division, Boston. 

Prominent in the accounting field, 
he has lectured on controllership and 
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budgets at Northwestern University, 
Boston, and has been a program and 
education director in the New York 
Chapter, National Association of Cost 
Accountants. He is also a member of 
the Controllers’ Institute of America. 


Gordon A. Curry has been appointed 
regional sales promotion representative 
for government and public utilities in 
Burroughs Adding Machine Co.’s Great 
Lakes region, with headquarters at 
2600 East Jefferson Ave., Detroit, W. 
E. Morgan, general sales manager, an- 
nounced recently. 

In other action, Victor M. Lons- 
brough was named manager of the 
company’s Denver branch. He replaces 


V. M. Lonsbrough; G. A. Curry 


L. J. Funderburg, former Burroughs 
manager, who died early this year. 
Mr. Curry joined Burroughs as a 


Rvs 


@ switch from this 
uaa to this Doge 


Anyone can produce beoutiful 
plastic bound books in 
these 2 easy steps: 


Punch sheets and covers of any size or 
weight, quickly, accurately 


Bind up to 250 books an hour with colorful 
GBC bindings—%¢" to 14%” diameter. 


NOW. .- YOU CAN DO 


PLASUIG 


Get your personalized edition...a 
wealth of facts and ideas. You'll 
receive at no cost the complete ap- 
plication and cost story along with 
actual samples of modern plastic 
binding all in one presentation. The 
2 free valuable pocket memo books 
show two different, popular and 
practical modern plastic binding 
styles. Act now! No obligation. 


BINDING 


THIS STRIKING PLASTIC BOUND Oo Ow Oo 
PORTFOLIO-PRESENTATION — RIGHT IN YOUR N FFICE 
FREE Bind all sizes of loose pages—any printed 


or duplicated material with compact 
GBC plastic binding equipment... in 
a matter of seconds. You'll add prestige, 
color, utility, attention-compelling ap- 
pearance and increase the effectiveness 
and life of your literature. Pages lie per- 
fectly flat...may be inserted or re- 
moved any place in book. Save money, 
too. Anyone can operate. 


GET YOUR FREE PORTFOLIO-PRESENTATION NOW 


ALES SSS 


GENE®° AL BINDING CORPORATION ; 

Depi OM-6 , 812 W. Belmont Ave., Chicago 14, Ill. ; 

Please send me at once my free plastic bound : 

PORTFOLIO-PRESENTATION that includes prices 4 

and applications and 2 FREE handy Memo Books. ; 

l understand there is no obligation. ' 

abt Oy 1! 
FY Y ' 
: GBC , E,. NAME 
ar fo ORGANIZATION 
{ ADDRESS ' 

GENERAL BINDING CORP., Dept. 9M-6 1 1 
812 W. Belmont Ave., Chicago 14, Il, f IN a EG 
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RUGGED is the best word  —_PEOPLEIN THE NEWs 


(Continued ) 


for this sturdy office desk! 7 ~ 


messenger in 1939. He entered the sale; 


The Commerce Line is designed for hard service, stall in 1965 upon reture trom Gee 
ruggedly constructed of well-seasoned oak. I . fi years in the Air Force. In 1947 he was 
y c sasoned oak. in Spite or its named senior salesman and has been 
modest price, the Commerce includes many time-saving, handling special accounts since 195), 
aaa features found only in much more expensive Mr. Lonsbrough comes to Denver 
esks. 


from New York, where he has been 


For example, front legs are recessed for added comfort, assistant branch manager since 1948, 


typewriter is held in special “work saver’ compartment and 


metal drawer pulls are used throughout. Robert B. Wyland, assistant person. 
Visit your nearest Imperial dealer today and ask to see nel director of the Industrial Tape 
the economical Commerce Line. Corp., New Brunswick, N. J., dis. 


Need More Space? 
ym nga = ot | eee I . 

uide will help you nd" com ny 
it. Write for complete kit- - ane dest < de 
floor plan, cut-outs, decor- EVANSVILLE 7, INDIANA 
ating advice, etc. andname 
of nearest dealer. 


Robert B, 
Wyland 


cussed “Measuring Results of Super- 
visory Training” at the Personnel Sec- 
tion of the Fourth Annual Manage- 
ment Clinic, Detroit Chapter, Society 
for the Advancement of Management. 
The clinic was held in Detroit May 22 
and 23. 

Past president of the New Bruns- 
wick Executives’ Club, management in- 
structor at Rutgers University and a 
member of the Yale Faculty Club, Mr. 

5 Wyland has, in addition, authored 
hi £ R . | T 5 $3 : ; articles on personnel training and ac- 


complishment measurement for several 


ate professional journals. 
Smead s- SU BJ ECT Fi LE Alfred H. Dorstewitz, formerly Chi- 


cago branch manager of the Hershey 
IDEAL FOR SCHOOL, + Chocolate Corp., has been appointed 
COLLEGE, AND GENERAL to the Management staff of Stivers 
SUBJECT USE. 


THE € O/MECE 


by Imperial 


Alfred H. 
Dorstewitz 


Office Service. In addition to his new 
THIS FILE IS 12” x 10” = management responsibilities, Mr. Dor- 
WITH 5-1/4” EXPAN- < stewitz will supervise all sales opera- 
SION. 6 POCKETS a FLAT INSERTABLE CELLU- tions of the records analysis depart- 
ais LOID TAB ON EACH ment. He is vice-president of the Office 
PARTITION Management Association of Chicago 
and previously served as vice-president 
and director of the Cincinnati chapter, 
National Office Management Associa- 
tion. He is active in Alpha Pi Delta, a 
professional accounting fraternity, and 
in community affairs in La Grange 


4 co. ae ae Pe Park, IIl. 
THE In other action, Stivers announced 
oli MANUFACTURING co, Ine. HASTINGS, MINNESOTA the appointment of Miss Lee Gilmour, 


Chicago filing consultant, to head its 
58 OFFICE MANAGEMENT AND EQUIPMENT June, 1952 
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Your price lists, bulletins and other mimeographed mailings will be 
sharp and easy to read when you put them on Hammermill Mimeo- 
Bond. This outstanding paper comes in white and seven distinctive 
colors, on each of which you can produce 5,000 or more clean, legible 
7 copies from a single stencil. 

2 4. Send the coupon for an up-to-date sample book. We’ll include the 


helpful Hammermill idea book, “Better Stencil Copies.” They’re free! 
a ~~ 
SawMERMiry 
oe) 
or 

/ a PRINTERS 

wa 

E MERMII r | 
3 ri A. I ‘ | 1471 East Lake Road, Erie 6, Pennsylvania a 
nf | Please send me—FREE—the sample book of Hammermill 
ie M I M EB O B O N D Mimeo-Bond and a copy of ‘Better Stencil Copies’’ to help me get 
ies ! the best out of my stencil duplicating equipment. 


és | = | HAMMERMILL MIMEOGRAPH PAPER 
—_ 


You can obtain business printing on 
Hammermill papers wherever you see this 
shield on a printer's window. Let the Guild 
sign be your guide to printing satisfaction. 


Hammermill Paper Company  acaleaaS 


Name 


2 Position 


ee ee eee... IT 1S ne (Please attach to, or write on, your business letterhead.) om-may 


HAMMERMILL'S WORD OF HONOR TO THE PUBLIC : a 
—_—<_-—-— 
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PEOPLE IN THE NEWS 
(Continued ) 


newest division, the records analysis 
department. This section’s service in- 
cludes comprehensive file surveys, 
management reports on record reor- 
ganization, file audits, and temporary 
clerical help. Miss Gilmour is presi- 
dent of the Records Management As- 
sociation of Chicago and previously 
served as editor of the association’s 
bulletin. 


Charles W. Schreiber has been ap- 
pointed general sales manager of the 
Yawman and Erbe Mfg. Co., 1099 Jay 
St., Rochester, N. Y., it was announced 
recently by Ralph Robinson, president. 


Mr. Schreiber succeeds the late Hugh 
L. Smith as executive head of the com- 
pany’s sales organization. 


Charles W. 
Schreiber 


Mr. Schreiber joined Y & E in 1927 
as manager of the National Accounts 
Division in New York. He was trans- 
ferred to Rochester three years ago as 
assistant sales manager. 


Quality 


Se ALT 


0) NN 


will guide your buying of boxed 
typewriter papers and office supplies. 


Why? Because this is the seal of an Authorized Neenah 
Dealer who shows, by the fact that he handles the finest boxed 
typewriter papers, that he sells quality merchandise. Neenah 
boxed typewriter papers are the finest quality made in America. 
They contain from 25% to 100% new cotton fibers and are 
tub-sized and loft-dried to produce a superlative writing and 


typing surface. 


Only a stationer who sells to a discriminating trade 
is in a position to handle Neenah’s finer papers. ‘This is why the 
Neenah seal identifies a dependable source for better office 


supplies. 


NEENAH BOXED 
TYPEWRITER PAPERS 


NEENAH PAPER COMPANY, N 
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ASSOCIATION NEWS 


ee 


The Office Management Association 
of Chicago, at its annual meeting re. 
cently, elected officers and directors for 
the ensuing year. 

New officers are: president, Herbert 
W. Vetter (manager, office service and 
equipment dept., Commonwealth Edi. 
son Co.); Ist vice-president, Alfred A. 
Dorstewitz (management staff, Stivers 
Office Service); 2nd _ vice-president, 
L. R. Chase (office and customer sery- 
ice manager, Johnson & Johnson), and 
treasurer, Michael A. Georgen (cash- 
ier, City National Bank & Trust Co, 
of Chicago). 

Directors are: Paul Holley (man- 
ager, mail opening section, Aldens 
Inc.); Charles R. Larson (general 
office manager, Kraft Foods Co.), and 
Wilbert E. Scheer (personnel director, 
Blue Cross Plan for Hospital Care). A 
two-year directorship was voted for 
H. A. Slotterbeck (branch manager, 
Art Metal Construction Co.) 


The Life Office Management Asso- 
ciation held its spring conference May 
26-27 at the Broadmoor Hotel, Colo- 
rado Springs, Colorado. 


H. Dixon Trueblood, director of 
public relations and advertising, Occi- 
dental Life Insurance Co. of California, 
addressed the gathering on “Public 
Relations Aspects of Form Design.” 
Ernest T. Koopman, vice-president, 
Lutheran Mutual Life Insurance Co, 
spoke on “High Morale Means In- 
creased Office Production,” and the 
subject “Punch Card Premium Notices 
and Transfer Posting” was discussed 
by H. A. Reeve, secretary and treas- 
urer, Constitution Life Insurance Co. 


The Office Executives Association, 
New York chapter of NOMA, award- 
ed Leffingwell Merit Awards to three 
members at its meeting last month. 
Winners of the pins and scrolls that 
signify exceptional service to the chap- 
ter were: E. J. O'Neill, Consolidated 
Edison Co.; Charles B. Haverin, 
Metropolitan Life Co., and Elmer L. 
Helm, Shell Oil Co. 


In other action, the association elected 
its slate of officers for the coming year. 
They are: Robert Cameron (Socony 
Vacuum Oil Co.), president; George W. 
Oliver (Thomas Mechancial Collator 
Corp.), executive vice-president; Ru- 
dolph Lang (National Business Show), 
secretary, and George J. Hart (Shell Oil 
Co.), treasurer. 

The newly-elected members of the board 
of directors include: Homer B. Harrison 
(Kenneth H. Ripnen Co.); Alwyn W. 
Ogden (Universal Atlas Cement Co.) ; 
Dr. Peter L. Agnew (New York Uni- 
versity) ; Elmer L. Helm; Leta J. Stro- 
ben (Globe-Wernicke Co.) ; J. A. Grundy 
(Remington Rand Inc.) ; James M. Brah- 
ney (General Foods Corp.) ; Clara Bur- 
goyne (Position Securing Bureau Inc.); 
Robert W. Cockrell (M. W. Kellogg 
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Easier-to-read copies made with 
Remington Rand Beautyrite 
save your vision, time and tem- 
per. A new carbon formula 
assures even the last of many 
copies greater clarity and eye 
appeal. What’s more, lightweight 
Beautyrite gives you all the 
copies you need, in one typing! 

Economical, too. The carbon 
formula assures longer life...still 
more good copies per sheet! And 
the versatile Beautyrite line, 
with a wide range of finishes... 
“intense” to “hard”... fits it for 
any typing need. Medium and 
standard weights are available, 
with the same writing quality 
and handling features. You just 
can’t lose with Beautyrite! 


Your Beautyrite folder is wait- 
| ing for you. Find out now how 
to ‘get all the copies you 


Gmething Net... 


a carbon copy that’s a PLEASURE TO READ!!! 


_ "Why sure... that’s a 
Remington Rand 


| BEAUTYRITE 


carbon copy!?”’ 


Remington Rand, Room 2151, 315 Fourth Avenue, New York 10, N.Y. 


(0 Please send me the folder RSC 238 describing Beautyrite 
Carbon Paper. 

(0 Please arrange for a FREE demonstration of Beautyrite 
in my office—no obligation, of course. 


; need and read all the copies i 

’ you get!” : Name 

‘ Firm 

j ee ee a a 
2 - “ : ae ie : | City. Zone. State 
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SAVE TIME 
Only one addressing needed 
—on the letterhead. 

SAVE TROUBLE 


Never misdirected. No 5:00 
o'clock casualties. 
and only Shepco has 


MINT-E-SEAL® 


the Flavor Flap 


pord 
ENVELOPE CO. 


ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 
New York Office: 1133 Broadway, N. Y. 10 


Your copy of ‘Postal Information” awaits 
your request — Dept. #96, 


4 
nae oe 


(His business paper . . . of course) 


With the pushing pace of business 
today, your business problems won’t 
wait. That’s why many of the Best 
Informed Men in your Field take their 
business papers home to read. Com- 
petition won’t stand still. New prod- 
ucts come so fast you've got to keep 
up with every issue. You need the 
news of what’s new and what’s hap- 
pening ... the what-to-do-and-how 
and what-to-do-it-with, in both ed- 
itorial and advertising pages. They 
keep you one of the Best Informed 
Men in your Field. 
CBee Management and pipment 
Office Executives Own azine 


212 FIN A VENUE NEW YO! y oe We 
eyer Publication 


One of a series of ads prepared by 
THE ASSOCIATED BUSINESS PUBLICATIONS 
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Co.), and Fred R. Jones (General Foods 
Corp.) 

Elected to the advisory council were: 
Edith Harper (Scott Foresman & Co.) ; 
David Griesemer (Babcock & Wilcox 
Co.), and Arthur J. Amberg (A. J. Am- 
berg Business Equipment Corp.) 

Mr. Harrison, outgoing president, 
presided. 


COMING EVENTS 


Records Management Association 
of New York 
June 9 
Hotel Delmonico, 502 Park Ave. 


The International Organization 
for Standardization 
June 9-21 
Triennial Meeting 
Columbia University, New York 


Accounting Division 
of the Association of American 
Railroads 
June 10-13 
58th Annual Convention 
Book-Cadillac Hotel, Detroit 


National Machine Accountants 
Association 
June 19-21 
Ist Annual Convention, 
Leamington Hotel 
Minneapolis 


National Office Management 
Association 


June 30-July 1 
Methods Clinic 
Dallas, Tex. 


1952 National Business Show 
October 20-25 
Grand Central Palace, New York 


Systems and Procedures Association 
of America 
October 20-22 
5th Annual International Systems 
Meeting 
Hotel Roosevelt, New York 


Life Office Management Association 
Conferences 


e 
September 21-23, 1953 
Netherland Plaza Hotel, Cincinnati, O. 
* 
September 22-24, 1952 


Chalfonte-Haddon Hall 
Atlantic City, N. J. 


National Institute of Governmental 
Purchasing Inc. 
October 19-22 


Seventh Annual Conference and 
Products Exhibit, Edgewater Beach 


MARGINALLY 
PUNCHED 


CONTINUOUS 
~ FORMS 


Carbon Inter- 

- leaved for all 

TATELETYPE & 
TELETYPE 


a 


oun 


INTERLEAVED 
SNAPSETS 


We are specialists in marginally 
punched continuous forms, pre- 
cision made for use on TABULAT- 
ING and TELETYPE MACHINES, 
Also SNAPSETS, from 2 to 18 
parts, produced on high speed 
rotary equipment. 


Get in touch with Mr. Ruskin Watts 
for full information and samples. 


ALFRED ALLEN WATTS CO., INC. 


218 WILLIAM ST. 
NEW YORK 38, N. Y. 
Phone: Worth 2-6220 

Since 1897 Plants: 
New York - Newark - Belleville 


Hotel, Chicago 


put ‘er here, 
partner! 


500,000 Mail boxes in 


the United States are your part- 
ners in the fight against cancer. 


A contribution addressed to 
“Cancer” in care of your local 
post office will help guard your 
family, yourself and your com- 
munity. 


Next time you see a mail box, 
“put ‘er there, partner!” .. . as 
asap as you can. 


AMERICAN CANCER SOCIETY | 


Here is my contribution of $....................... i 


in support of the Cancer Crusade. ' 
! 
Name : 
' 
Address 1 
! 
City on State —} 
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A typical Rock-a-File Steel MODULAR private-office 


modular furniture  _JiMsanemepbummmnmmantn 
a 
choose the arrangement Just right for oul 


Rock-a-File MODULAR— the versatile 
office furniture. Precision-engineered for complete 
interchangeability to suit your individual taste and 
personal working habits. 


Arrange it 
Yourself. 


Rock-a-File MODULAR units— desk, file, book- ott pede 
case, waste receptacle, typewriter cabinet, corner office 
cabinet and shelf storage cabinet—easily connect * to fit your 

needs 


to companion units to best fit your office space. 

Here is comfortable, working efficiency com-  , “ 
bined with smart, modern appearance that is eco- = = 
nomical, too. A complete Rock-a-File private-office — = =) 
interior actually costs less than a good steel desk, . ; wh I, J = 
table and four-drawer file cabinet combination. - wi | 

Steel construction throughout, available in gray 
or walnut finish—also available in wood with natu- 
ral walnut finish. 


WRITE TODAY. M] ROCKWELL-BARNES COMPANY 


35 East Wacker Drive + Chicago 1, Ill. 


for catalog and name of nearest dealer 


~~ 
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ging Paeans of bratse 


When Greek writes Greek, there’s no mistake from Alpha 
to Zeta that can’t be swiftly smoothed away the best way— 
the story’s the same the world over: Weldon Roberts Erasers 
Correct Mistakes in Any Language. People everywhere 
praise them—buy them. Don’t be without these finest eras- 
ing results. Buy Weldon Roberts Erasers, in styles to suit 
your own particular erasing needs, at your stationer’s. 


ARTEX 400 
PRACT/CAL DRAW/NG 
Weldon Rober Erarser 


MADE (N NEWARK, USA. 


400 ARTEX. Soft, smooth, white 
rubber eraser for pencil work, 
drawing, gy Handy bias- 
Sovetel shape. Sharp edges and 
ends for erasing fine line work; 
broad sides for cleaning. 


{21 ELLIPTIC. Immensely 
popular gray rubber eraser 
in handy elliptical shape 
for pencil and ink erasures 
on all types of work. 
universal favorite among of- 
fice workers, typists, artists 
and draftsmen. 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St. Newark 7, N. J. 


World’s Foremost Eraser Specialists 


Waldon Robes 
Eranraus 


Correct Mistakes in Any Language 
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Lever House 

(From page 25) 
choices of upholstery, drapery fabrics, and pictures 
also was made. Desks and wall cabinets are of dark 
walnut. Said one visitor being shown the offices; 
“These rugs are so thick I keep catching my heels!” 

The whole problem of the building’s interior de. 
sign posed an unprecedented challenge to Raymond 
Loewy, industrial designer. The character and exter. 
nal appearance of Lever House was positive, unique. 
The walls were not the usual dense masses, but 
sweeping expanses of light. The exterior penetrated 
the interior to a degree seldom encountered in 
present-day office buildings. 

Color arrangements had to harmonize with the 
blueness of the windows. Moreover, the designers 
decided to give each floor its own identifying color 
scheme. To offset the blue-light factor, a basic modu- 
lating color was established to which other hues had 
to relate—the warm grey-beige called Lever House 
beige. Floors, walls, and furniture carry out the beige 
theme. Imaginative treatment with other colors is 
concentrated in the relatively small wall areas, such 
as elevator wells and office doors, and is developed 
through the use of brilliant accent tones. Neverthe- 
less, the overall effect is subdued, providing variety 
without distraction. 

The special decorative treatment that was given the 
nineteenth-floor offices and showrooms of the Harriet 
Hubbard Ayer division does an effective public re- 
lations job besides making it a pleasant place to work. 
This perfume and cosmetic division of Lever Brothers 
is demurely dressed in feminine pink, in a setting 
reminiscent of a Paris salon. 


UNIQUE WINDOW-WASHING SYSTEM 


Another feature which cannot help but lead to 
favorable public relations is the building’s cleanliness. 
Sealed windows prevent the city’s soot and grime from 
entering, and help balance the air conditioning. The 
glass exterior—even the between-floor spandrels are 
covered with wired glass—can be washed by two men 
in a week. Using a specially designed mobile scaffold, 
Lever’s window-washing pair can brush and squeegee 
all day in comfort and safety. Davits, part of a heavy 
carriage which runs around the roof on railroad 
tracks, suspend the 28-foot scaffold over the side. The 
men can raise, lower, or shift the scaffold from side 
to side by means of push buttons, and can talk by 
telephone to the inside. 

Lever and its divisions will be the building's sole 
occupants. Lever House represents integration of the 
company’s divisions under one roof for the first time. 
Its offices had been located previously in Chicago, 
Cambridge, Mass., and New York. 

A stainless steel plaque unveiled at the opening 
dedication reads: “The misson of our company, as 
William Hesketh Lever saw it, is to make cleanliness 
commonplace, to lessen work for women, to foster 
health and contribute to personal attractiveness that 
life may be more enjoyable and rewarding for the 
people who use our products.” 

Now housed in its new home, work and life should 


(To page 66) 
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Ctures 3 
ne ho d hink ad d thi 
fices Who do you think adjusted this 
, ATI 
els!” * 
i i is girl? She did! 
ant chair to fit this girl? ... She did. 
mond — rr 6 
=x ter- 
i ; ‘ 
7 “ie Not how many adjustments but how few and how 
ut § § ; Ge : You can’t see oll 
a simple is the way Sturgis engineers look at it. You don’t the quality that’s 
in , . 
need a mechanic, you don’t need tools, to fit a engineered into 
| the 4 Sturgis posture chair to the female form, divine or Sturgis chairs. 
oe ge otherwise. The girl can do it, and 
color — § 
iodu. § does, with her own hands. Look: 
had 
louse 
‘ Loosen knob to 
Deige raise or lower 
TS 1s backrest. 
such 
pes ; 3 
rthe- ae 
_ Turn knob to ts 7 
move backrest ye 
| the forward or one 
rriet back. 2 Ms 
> Te- 
‘ se Turn knob to in- ‘ 
ne crease or de- A 
ting crease back ged" 
tension. By 4 
Se 
1 to Turn hand- : er 
1€SS. wheel to raise b 
or lower seat. » 
rom . 
The e 
are ‘ 
nen * 
old, 4 Simple and easy, isn’t it? Bey 
= — —_— — 8 
avy nae a ae 150 PS aes Tea By 
oad oe a win ™ . abun # | 
The 
side 
by 
sole Sturgis chairs are engineered for keeps. cE 
- You can’t see all the quality engineered into a Sturgis (Le 
0, chair but it’s there in full measure—and because it’s la 
there a Sturgis chair is a long term investment in office 
ing comfort and efficiency. Today the finest executive, 
as ae ee ; 
es secretarial, clerical, guest and institutional metal chairs ; 
ter are being produced by The Sturgis Posture Chair 
: pete POSTURE CHAIRS 
at Company, Sturgis, Michigan. 
the The Sturgis Posture Cheir Company f | 
ald 
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be more enjoyable and rewarding for William Hes- 
keth Lever’s company too, its executives feel sure. 


Among the Suppliers 


COMPANIES WHOSE supplies are used in Lever 
House include: 


Arm chairs, chairs: Hofstatter’s & Sons, New York. 
Auditorium chairs: Chair Co. of America, New York. 
Barometer: Jarvis House Inc., New York. 

: — Counter: Herring-Hall-Marvin Safe Co., New 
ork. 

Chairs, arm chairs, sofas, coffee tables, benches, for cafe- 
teria: J. C. Furniture Co., Brooklyn, N. Y. 

Chairs for visitors’ offices: Georg Jensen Inc., New York. 

Coffee tables: Dunbar Furniture Co., New York; Edge- 
’ wood Furniture Co., New York. 

f | Commode: Don Russeau Inc., New York. 

Counters, cabinets, for Spry kitchen: Greenwich Custom 
| Kitchens, Greenwich, Conn. 

Desks, chairs, tables, filing cabinets: Shaw-Walker Co., 
New York. 

Electric range, dishwasher: Westinghouse Electric Corp., 
New York. 

Electric range, food freezer: General Electric Co., Bridge- 
port, Conn. 

End tables: Lehigh Furniture Co., New York. 

Fabrics: Brunschwig & Fils, New York; Maurice Franks, 
New York; Arthur H. Lee, New York; Jud Williams, New 
York. 

Gas range: George D. Roper Corp., Brooklyn, N. Y. 

Georama terrestial globe: Rand-McNally Co., New York. 

Hand-woven decorations for cafeteria, fabric for audi- 
torium: Abbie J. Blum, New York. 

Medical department furniture: Barry Dickie & Stettler 
Inc., New York. 


"or 


Mobile stand for clinic: Burdick Equipment Co., In. 
New York. 

Multigraph duplicator: Addressograph-Multigraph Cor, 
New York. 

Painting: Dominion Gallery, West Montreal, Canada. 

Pictures: Robert Price Galleries, New York. 

Professional clinic equipment: The J. Beebee, Inc., Ney 
York. 

Refrigerator: Servel Inc., New York. 

Refrigerator, electric ranges, for Spry kitchen: Frigidaip 
Sales Corp., New York. 

Rock-a-file filing cabinets: Metwood Office Equipment, 
New York. 

Safes: Mosler Safe Co., New York. 

Silver for cafeteria: International Silver, New York. 

Silverware for president’s dining room: Black, Starr & 
Gorham, New York. 

Swivel chairs, captain chairs for Spry kitchen, othe 
chairs: Knoll Associates Inc., New York. 

Sofas, end tables, coffee tables: Lehigh Furniture Corp, 
New York; Edward Roffman Associates, New York; Janet 
Rosenblum, Inc., New York. 

Tables for cafeteria: Edgewood Furniture Co., New York, 

Wall clocks, time recorders: International Business Ma 
chines Corp., New York. 


New Rubber Plastic Compound 


Griptex, a new rubber-plastic compound manufactured 
by Adhesive Products Corp., 1660 Boone Ave., New York, 
is designed for accident-proofing and repairing of rugs and 
carpets. 

Griptex can be easily coated over the back surface ofa 
rug with brush, corn broom, spray gun or paint roller, 
Once applied, it forms a waterproof, flexible film that will 
not break up or crumble. Although dry to the touch in 
half-an-hour, overnight “curing” vulcanizes the coating for 
tensile strength. 


| of font 
Handipen 


— = 


Exclusive “Capillary” Inking 


Your office workers appreciate the convenience, and their efficiency goes 
up, too, when you equip them with famous Sengbusch Handi-pen desk sets. 
They save time and end empty-pen nuisance—one Handi-pen filling equals 
100 fountain pen fillings. Handi-pen is always accessible — always writes 
instantly. 

And Handi-pen saves you money. Exclusive “Capillary Action” inking 
ends ink spoilage and waste — the last drop of ink stays fresh as the first. 

Handi-pens offer a wide variety of pen points — plain or iridium-tipped 
— for every writing style. Equip your entire office with them — and watch 
your staff do faster, better, neater work. See your stationer or write us for 


further details. 


HP 6 Handi-pen 
Also available with ; 
chain for lobby use. - 162 SENGBUSCH BLDG. © MILWAUKEE 3, WIS. 
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They who Write may Read 


KEE LOX TIMELY CARBON 


For Those Who Need Many Copies. 


THE MOST PERFECT CARBON OF 1952. 


20 COPIES 
on a Standard 
Machine 


ALL 
CLEAR and CLEAN 


NOT 
A SMEAR or 
ROLLMARK 


Automatically collated 
(ready for the typewriter) 
the Carbon between the 
manifold Sheets in Kee Lox 
patented Kopy Aligner 
Collating Device and Box 
combined. 


Very easy to use. 


WHY USE DISAGREEABLE SYSTEMS WHEN YOU CAN MAKE UP TO 20 OR MORE 
PERFECT COPIES EASILY AND QUICKLY ON YOUR OWN TYPEWRITER? 


SAVE TIME, SAVE ANNOYANCE, SAVE MONEY. 
FILL IN THE COUPON AND PROVE IT. FREE! IN YOUR OWN OFFICE. 


We will send free to any Purchasing Agent, Office Manager or Secretary, 25 
Sheets of this famous 20 Copy Carbon, your size, in a Kopy Aligner patented 
Collating Box. Write on your letterhead, please. 


MAIL TODAY 
3 
THANKS 


June, 1952 


Kee Lox Mfg. Co., Rochester 1, N. Y. Q.M.E. 
Please send Free Samples and Box as above to 


SC A ee a Oe ger re Ee MeN ery es 


We use machines 
Electric [] Noiseless [[] Standard [] Copies at | time......... 
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: Handsomely Styled . . 
Reception room oreupings 


Modern sectionals scaled to today's offices 
... in four variations . . . with exceptional 


adaptability in usage and placement. 


i 


| 


OFFICE MANAGEMENT AND EQUIPMENT 


Writing A Memo 


By LEWIS R. LOWE 


Technical Editor, Data Preparation Group 
Aerophysics Laboratory, North American Aviation Co, 


(Excerpted from the bulletin of the American Business 
Writing Association, Urbana, III.) 

ACCORDING to Western Union, business spends 4 
million dollars a year just to say “Please.” Othe 
millions are involved in improving communication 
with customers because profits are in the words we 
use. Important letters and reports are rewritten with 
meticulous care to produce the effect desired. Words 
arranged iin subtle patterns of expression mean cus 
tomer understanding. Understanding results in satis 
faction. Customer satisfaction brings greater profit, 

Yet, when the boss asks you for a memo on lag 
week’s accomplishments, does he get a rambling dis 
course that takes him and his assistant a half-hour to 
decipher? 

Don't assume that because your reader is in 4 
nearby office or even two desks away that he will be 
awaiting eagerly just to read and puzzle over your 
memo. Never forget that what you have to say must 
compete with dozens of other items on the _ boss 
mind: a decision on the contract, the speech he 9 
foolishly consented to give at Monday Rotary, the 
lease with Ambrose Village for a Branch office, the 
cost of living index, not to mention that discouraging 
g2 he shot Saturday at Golfdale. 


ORIENT READER QUICKLY 
Your reader must be quickly oriented as to the pur 
pose of the memo. Who asked for it? Why is it writ 


ten? What facts are necessary to bring the reader 
up-to-date and to a point of concentration on what 


you are about to say? One sentence of pertinent back 
ground will wipe out the cobwebs of uncertainty as 
to what the communication is all about. 

After you have got the reader squared away, state 
the crux of the matter as succinctly as possible. Don't 
fall into the loose habit of attempting to explain the 
answer before answering the question. Then de 
termine what pertinent and relevant facts will illumi 
nate your point. An excellent guide in this respect 
may be found in the standard arrangement of a news 
item in a newspaper. The lead gives go per cent of 
the basic facts. If the reader has time and interest 
he will read further. Succeeding sentences and para- 
graphs simply give details of progressively diminish- 
ing significance. Present your facts in order of im 
portance, as if your reader might be cut off any mo- 
ment by a phone call. Be extremely careful of the 
accuracy of your statements. There is no quicker way 
to lose the confidence of your superior than to guess 
when you do not know the facts. A wrong answer is 
worse than no answer. 

Shorten your sentences, but not to the point of be- 
ing telegraphic. The cardinal principle of all writing 
is that it should be readable. 

Your memo should convey the impression of “Well, 
boss, it all boils down simply to this...” Such men- 
tal discipline, which impels a man to get down to the 
crux of the matter, is one of the most valuable 
qualities of a good memo writer. 


June, 1952 
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MANAGEMENT'S INFLUENCE 
ON SOCIETY STUDIED 

The influence of management personnel 
upon the whole structure of society is be- 
ing studied for the American Management 
Association by Lt. Col. Lyndall Urwick, 
chairman of Urwick, Orr and Partners 
Ltd., London. 

Executives profoundly affect the lives 
of individuals under them, influencing 
their character development, their per- 
sonalities and capabilities, Lawrence A. 
Appley, AMA president explained in an- 
nouncing the study. 
Through the worker, 
the executive’s influ- 
ence is multiplied, 
reaching the lives of 
people he never sees, 
Mr. Appley observed. 

“Thus, AMA deems 
it important,” he said, 
“to discover what man- 
agement is doing, and 
is planning to do, to 
increase its own com- 
petency in the fulfillment of its responsi- 
bilities; what it is doing to prepare in- 
dividuals at the management level for 
the assumption of greater responsibility 
and authority; and what it is doing to 
help non-supervisory people to be mature 
and responsible workers and citizens. Not 
only should we know what manage- 
ment is doing, but we should know how 
effectively it is being done.” 

The project, undertaken at the invita- 
tion of the Fund for Adult Education, a 


Col. Urwick 


body established by the Ford Foundation, 
is divided into two parts. First, the re- 
search project will determine how much 
American management is providing now 
in programs and facilities that enable 
its managerial employees to “meet their 
responsibilities in their jobs and as citizens 
in the community at large.” Secondly, 
the project will explore “the degree of 
effectiveness of non-vocational educational 
work which management is providing for 
itself and its non-supervisory people.” 

The group under Col. Urwick’s direc- 
tion will tabulate data on the liberal 
education programs management plans 
and administers itself, and on outside 
sources of education which contribute to 
company programs. 

The extent to which management pro- 
vides non-vocational education for its 
workers will be studied too. The group 
will examine education in subjects such 
as economic and social systems, national 
political understanding, international re- 
lations, and the humanities. In addition, 
the project will survey the extent to which 
management provides information about 
the company and its problems to rank- 
and-file employees, and the degree of 
employee participation in the plans and 
decisions of management where they 
effect working conditions. 

The results of management education 
will be evaluated also—whether any actual 
changes are taking place in management 
thinking and practice, or any noticeable 
improvement in the action, reaction, and 
productivity of management people. 


This will involve an evaluation of th 
effects that programs of liberal educatigg 
for workers are having upon their under. 
standing, their participation and co-op 
eration as workers and citizens, an 
whether anything significant is really 
happening in proportion to the amount 
of effort expended. 

Col. Urwick, conducting the study, is 
vice-chairman, Council of the British In. 
stitute of Management. He has served 
as chairman of the British Government 
Committee on Education for Management, 
and recently toured the United States as 
chairman of the Anglo-American Prod- 
uctivity Team on Education for Manage. 
ment. In July, 1951, he won the gold 
medal of the Comite International de 
l’Organisation Scientifique in Brussels, 


Felt & Tarrant Sales Highest Yet 


Domestic and foreign sales in 1951 
proved to be the largest, dollarwise, in 
the company’s history, R. J. Koch, 
president of Felt & Tarrant Mfg. Co. 
announced to shareholders recently, 

Net profit for the year equalled $1,- 
395,318 or $2.63 per share as compared 
to $430,704 or $.81 per share in 1950. 

In the company’s drive to increase 
the sale of Comptometer adding-calcu- 
lating machines, nine new offices were 
opened in the U. S. and five instruc- 
tion classes for new salesmen were 
conducted. Also two new models were 
introduced toward the end of the year. 


"I'm not easy to satisfy!" 


70 


Mobilwalls cut sound more than 51/;” 


“Take a good look at a girl who simply can’t 
do her best in a noisy, confused office. And 
that’s just the way it used to be around here 
before we installed VMP all steel Mobilwalls. 

My boss agreed that we really needed par- 
titioning, but I’m not easy to satisfy. I wanted 
the best partitioning money could buy. 

The boss isn’t easily satisfied either. He 
checked and compared every partition avail- 
able. His choice? Friend, when the Mobilwall 
story was laid on his desk, my boss saw the 
light. 

With VMP Mobilwalls, there’s no such 


plaster walls! 


Mobilwalls — the most complete line 
of partitions! 


OFFICE MANAGEMENT AND EQUIPMENT 


thing as making-do, because VMP manufac- 
tures the most complete line of movable steel 
partitions. There's a size and style for every 
layout, for every need. That’s why with 
Mobilwalls you get custom-made partitioning 
without paying a cent extra. What's more, 
VMP Mobilwalls are flexible — easily ar- 
ranged and rearranged to suit your present 
needs and future requirements.” 


FREE: Mobilwall data sheets give valuable facts 
about efficient partitioning. Write today to Virginia 
Metal Products Corporation, Product Information 
Department, 97 Thomas Street, New York 13, N. Y. 


Virginia 
Metal Products 
Corporation 


PLANT: ORANGE, VIRGINIA 
June, 1952 
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BUSINESS 
FORMS 
For SPEED... 


ACCURACY.. 
ECONOMY 


in office and factory record-keeping activity. 


x 
TAILOR-MADE . . . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 

Fold-over Statement Forms. 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a  SnapSasg- 
SOLD THROUGH DEALERS 


For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


DEPT. M, GAVRIN PRESS BLDG. - 
New Rochelle + New York © 


June, 1952 


aluminum 
chairs 


HOW TO CUSHION COSTS 


Increased wages and taxes in a more competitive 
market make it more imperative that we seek new 
methods to cut costs. 


A new installation of FINE-REST chairs is an invest- 
ment rather than an expenditure. It will actually 
pay dividends by increasing office efficiency. 


Why not invest in the best—why not invest in 
FINE-REST. 


Write for free descriptive literature and the name 
of your nearest FINE-REST dealer. 


“america’s Standard of Business Seating” 


4 
ALUMINUM SEATING (eipczadion 


 Disthibiler § Mernorouttan Ww. ¥ & EXP aT o1sTRIBUTOR 


METROPOLITAN N. Y. & EXPORT D' 
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» “EXECUTIVES NEED 

f PENSIONS, TOO" 

Excerpts from an address by J. H. 
Shreiner, vice-president, Towers, Perrin, 
Forster & Crosby, Inc., Philadelphia. 
Presented at the Eastern Spring Confer- 
ence of the Controllers Institute in the 
Berkeley-Carteret Hotel, Asbury Park, 
New Jersey. 


The costs of executive pensions are 
very light in comparison to the losses 
that can be occasioned by executives 
who are kept in service too long. 
When the avenues of promotion open 
very slowly, the best men tend to ac- 
cept opportunities elsewhere, leaving 
the company staffed increasingly with 
the less ambitious. 

Consider the need to provide retire- 
ment income for the executive. He 
cannot provide all of it for himself. 
Tax rates make it impossible for an 
individual to provide adequately 
through personal thrift for the finan- 
cial needs of his retirement years. Even 
a man earning $10,000 and assumed 
to be age 40 would have to set aside 
more than one-fifth of his earnings 
after taxes to provide himself an age 
65 income of $4,000 a year. With higher 
earnings and higher ages the problem 
is even more difficult. 

For these and other reasons it is 
good business to have an approved 
pension plan, but it must be a perma- 
nent plan. It is not something you 
can start with the thought of quickly 


abandoning if you do not like it. You 
will also want to know how to make 
it work. Two principles overshadow 


all others. First, the amount of the 
benefit must be adequate to meet the 
retirement needs of the executive. Sec- 
ond, few exceptions should be made to 
a rule prohibiting the deferment of 
executive pensions beyond the normal 
retirement rate. 

It is more economical for the em- 
ployer to provide the necessary retire- 
ment benefit for the executive than it 
is for an employer to attempt to de- 
liver to the executive the funds that 
will enable him to personally create 
the benefit. This would best be done 
through a plan which is approved by 
the federal government as tax de- 
ductible in the corporate operations, 
while not giving rise to income cur- 
rently reportable in the tax return of 
the executive. Only through plans ap- 
proved under section 165-(a) of the 
Revenue Code can this result be ac- 
complished. 

At the executive level, a pension of 
35 to 40 per cent of total pay would 
probably typify most of the so-called 
“good plans” of the country. Reduc- 
ing the amount of the ultimate pension 


to a figure of less than 35 per cent will 


make it difficult to accomplish the re- 
tirement of the individual when’ his 
retirement date rolls around. 
Inadequacy in pension plans arises 
from three principal sources: first, the 
pensions are determined by formulas 


which are bound to produce modest 
incomes; second, low limits have been 
applied to the maximum pensions that can 
be produced for any participant, and 
this limitation works hardest against 
the interests of the executives. The 
third cause is the omission of certain 
earnings from the base for the deter- 
mination of pensions. The final cause 
is the failure to correct the results of 
the inflationary spiral. 

Companies have been taking defi- 
nite steps to correct this situation, al- 
though that action has been arrested 
by the limitations of Wage and Salary 
Stabilization. The thin formulas are 
being improved. A large number of 
companies have removed or substanti- 
ally increased the limits of maximum 
pensions. Bonuses are being included 
in the base for correcting pensions, 
Inflation has been corrected in some 
cases by giving further recognition to 
past service and in others by basing 
the benefits on an approximation of 
the final rate of pay. 


OFFICE SYSTEMS CONFERENCE 
OFFERED BY U. OF PA. 

A refresher conference on work sim- 
plification _ and measurement in _ the 
office and factory will be held June 16- 
27 at the University of Pennsylvania’s 
Wharton School. 

Designed to meet the needs of office 
systems supervisors, methods and time 
study analysts, job analysts, training 
supervisors and industrial engineers, 


PLYMOUTH 


RUBBER BANDS 


el to Federal Specifications 


—= Y 


“OUTSTRETCH. 


“FOUNDED 1896 ~=— The Largest Rubberizers of Cloth in the World CANTON, MASS. 
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the 2-week conference will emphasize 
recent developments in methods and 
techniques, and problems of obtaining 
employee acceptance. 

According to a bulletin issued by the 
University, the conference will  es- 
pecially benefit the executive “who 
wants to catch up with newest develop- 
ments, who seeks the benefits of an 
exchange of opinion and a matching 
of experience, who needs to think 
through some pressing, trying prob- 
lem, who wants the chance to work 
out an idea he has had for a long 
time.” 

“Cost reduction and _ productivity 
continue to hold the attention of the 
business executive,” adds V. Donald 
Schoeller, conference director. “The 
principles and techniques of attaining 
these results are discussed in this con- 
ference in terms of thoroughly prac- 
tical applications.” 

Here is the daily schedule to be fol- 
lowed: 8:30-10:30, introductory discus- 
sion of the day’s subject; 10:30-12.30, 
conferee group discussion under direc- 
tion of office or factory specialist; 
12:30-1:30, luncheon; 1:30-3:30, topic 
speaker and discussion period; 3:30- 
5:30, laboratory work, consultation, 
projects and case studies. Saturdays 
will be devoted to laboratory work 
and consultation as individually deemed 
necessary. 

Advanced registration for the con- 
ference is required. The fee is $225, 
with lunches furnished at cost.  Liv- 


ing accommodations, for those requir- 
ing them, will be arranged, according 
to the University bulletin. 


TODD CHECK DESIGNS 
WIN NATIONAL AWARD 
Check designs of the Todd Co. took 
first place at the second annual National 
Offset-Lithography Competition sponsored 
by the Lithographers National Associa- 
tion Inc., New York. The award was 


C. G. Hall of LNA (left) shows checks 
to T. B. Miner, Todd Co. 
based on lithographic excellence, art 
and design, and functional qualities. 
The winning entry of the Rochester, 
N. Y., check-manufacturing company con- 
sisted of a group of Protod-Greenbac 
checks, individually designed for such 
varied business interests as Estey Organ 
Co., Brattleboro, Vt.; Pollack’s Inc., At- 
lanta; New Yorker magazine, New York; 
Colonial Stores Inc., Norfolk, Va. : Frolic 
Footwear Inc., Jonesboro, Ark., and Grace 
Bros. Brewing Co., Santa Rosa, Cal. 


ELECT GIORDANO 
FEDDERS-QUIGAN CHAIRMAN 


Salvatore Giordano, president of 
Fedders Quigan Corp., a manufacturer 
of air conditioning equipment, has been 
elected chairman of the board of di- 
rectors. He will continue to serve as 
president, an office he has held since 
1942. 

At the company’s annual stockhold- 
ers meeting, Mr. Giordano reported 
that earnings for the first six months 
of 1952 will equal or surpass those for 
the corresponding period of 1951. Earn- 
ings for the first six months of last 
year were $1,071,897. The number of 
Fedders shareholders has _ increased 
from 1,400 to approximately 6,000 dur- 
ing the last twelve months, he said. 

The directors voted a regular quart- 
erly dividend of 25 cents per share of 
common stock to stockholders of record 
at the close of business April 18, 1952. 
They also voted a dividend of 62.5 cents 
per share of preferred stock payable 
to stockholders of record at the close 
of business May 16, 1952. 

The firm has its headquarters in 
Maspeth, L. I., N. Y. 


Beg Pardon 

In a recent article on the NOMA con- 
ference in San Francisco, Office Manage- 
ment and Equipment reported that Emina 
Lee was connected with International 
Business Machines Corp. Actually, Miss 
Lee works for Johns-Manville Corp. 


these three important jobs: 


1. Reinforce new folder tabs as you 


label them, 


2. Make worn folder tabs as good 


3. Give any tab long-lasting triple- 
strength for extra wear and tear. 


EASY TO USE! 


Fit all 14 cut folders. . 
for subject classification .. 


to catch on papers. 


Save money! Get more use from 
your file folders. Dennison Rein- 
forced File Folder Tab Labels do 


. Available in 8 colors 
. Ready to use in 
easy-to-type, perforated strips... No ridges 


Sturdy gummed backing strip gives folder tabs triple-ply strength forextra wear 


For neater, stronger file folders that last longer, 


order Dennison Reinforced File Folder Tab Labels 


from your statiéner today. 


8 


For free samples, write Dennison, Dept. OM, Framingham, Mass. 


Dennison Framingham, Mass. 
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ONGHORN 


CARBON and RIBBONS 


‘Whether it’s the V-P’s important correspondence or an 
intra-office memo—make it sharp with Longhorn carbon 
and ribbons! Top-quality in every way, Longhorn Plasti- 
Carbon makes sharp, clean copies over and over—won’t 
slip—won’t curl, in any weather—won’t smudge or “tree.” 
Handles easily, corner-cut for easy removal. Choose the 
backing that pleases you—Longhorn Plasti-Carbon or Wax- 
Back Carbon—for top performance. Available in the right 
weight and finish for every job. 


And for perfect companion quality—use 
a Longhorn ribbon... you'll call it the 
“perfect ribbon.'’ Non-filling, sheer yet 
tough. Types clean and sharp—brings 
Praises from the most meticulous person! 


Send today for : 
your copy of = 


WHAT'S 
‘YOUR BRAND? 


Longhorn's ; 
fascinating little ce: 
booklet about 
famous 
Southwestern 
cattle brands. © - . 
Wendeomety Factories in Ennis, Texas - Chatham, V: 
illustrated— : 


free for the 
asking! 


BE SMART MAKE (7 SHARP! 


Government Coats Records 
With Transparent Plastic 

The Bureau of Old-Age and Survivors Insurance, Baltimore, 
recently began spraying the social security records of 102,500,000 
Americans with a transparent plastic manufactured by Krylon, 
Inc., 2601 N. Broad St., Philadelphia. 

The coating of the entire national employee index file, which 
contains 132,500,000 items and is one of the world’s largest, 
will prevent smears and wear from repeated handling and at 
least double its life, a Krylon official said. 

Two men work on the project in special booths set up in 
the bureau’s offices. It is estimated it will take about a year 
for them to apply the fast-drying plastic to the material now 
on file. 

The plastic, called Krylon acrylic spray, goes on in a thin, 
continuous coating. It has been used previously to protect such 


| things as automobile ignition systems, polished metal surfaces, 
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art work, and even specimens such as human lungs, in medical 
schools. 

In the Baltimore social security offices is the name, date 
of birth, and account number of every person registered 
under the Social Security Act. They are recorded on a thin, 
paper-coated strip of wood, 8% inches long and 1/6 inch 
wide. Up to 72 of these strips are mounted in 9 x 12 inch 
metal panels. There are 1,600 of these panels hinged in 
tiers of four on each of 860 file stands. 

In the booths, the plastic is applied by compressed air to four 
tiers of panels at once. When dry, they are flipped over like 
pages in a book and are sprayed again. 


Research Grants by Wakefield 

The F. W. Wakefield Brass Co., Vermilion, Ohio, has 
established a research fund of $10,000 at the Massachusetts 
Institute of Technology and granted a student fellowship 
of $2,650 to Case Institute of Technology. 

The M. I. T. fund is to the School of Architecture for 
study of all environmental factors contributing to the 
process of seeing; to provide a center for investigating the 
effects of various distributions of light, heat, sound, air 
movement and other energy factors upon task perform- 
ance, and methods and equipment for controls of these 
factors; and to collate researches in physiology, ophthal- 
mology, and optometrics, and other fields which have bear- 
ing upon seeing. 

The Case fellowship is for research in thermal environ- 
ment and the production of a thesis covering certain phases 
oi air-conditioning and radiation. 

A. F. Wakefield, president of the company which manu- 
factures lighting equipment, states that these grants and 
“The Co-ordinated Classroom” Foundation at Stanford 
University, to which Wakefield and certain other makes 
of school equipment contribute, stem from an interest in 
all factars which in combination produce good seeing con- 
ditions; and from the desire to further the conclusions 
reached at Case in 1951 regarding advantages of a totally- 
luminous suspended ceiling as an architectural unit which 
furnishes controlled light, air diffusion, and noise reduction 
in the area covered. 


Globe-Wernicke Announces 
Quarterly Profit of $141,844 

Net profit of the Globe-Wernicke Co., Cincinnati, for the first 
three months of 1952 amounted to $141,844, A. C. Howard, 
president, reported to stockholders in a quarterly statement. 
The equivalent earnings for 1951 were $169,027. Earnings per 
share to March 31 were 36 cents, compared with 52 cents for 
the same period last year. 

Net earnings this year before Federal income taxes totalled 
$406,149, down $38,660, while the taxes rose from $275,781 to 
$284,304. A total of $109,335 was transferred to earned surplus 
from operating profit in the first quarter of 1952, compared 
with $156,518 in 1951. 

In addition, the report disclosed that new common stock 
certificates are being drawn up with a par value of $7. At the 
stockholders’ annual meeting this spring, an increase was voted 
in authorized common shares, from 300,000 to 600,000. Par 
value was upped from $3.50 to $7. 

Globe-Wernicke specializes in the engineering of office equip- 
ment, systems and visible rcords. 
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I I f A ' ! 
Bulit for Action! 
®@ Speedy & Automatic 
HH A R T ®@ Hairline Registration 
Ex L, ctri Cc ® Deluxe Feed Assembly 
e Built-in Accurate Counter 


M | M E 0 6 a A Pp H ad (a Forms 


®@ Full Ream Paper Capacity 


HM 249 ELECTRIC 


LIST 31 250 plus tax 
(Subject to OPS Approval) 


~ HART 


mimeographs 
and supplies 

@ Top quality accessories and , 
supplies HART : co. 


ALL PRECISION-BUILT—BEAUTIFULLY ST. PAUL 4, MINN. : 
DESIGNED—PROFITABLE! 


Line Up with 
HART'S Complete Line! 


@ Economical hand operated 
models 
@ Efficient electric models 


@ Convenient spirit duplicators 


> aN 7 DS 


é STAPLED. .. 


a 


Oe Clipper 3 


The complete ACE line gives a better, more reliable Stapler no 
matter what price you want to pay. Ask your dealer about 
stronger ACE Staples and the efficient ACE Staple Remover, 
too! ACE Stapling Equipment has been known as the ** World's 
Finest"’ for more than 20 years. It is doing a better job of fasten- 
ing and unfastening papers. Also widely used for bags, bundles 
and cardboard boxes. 
SOLD THROUGH DEALERS EXCLUSIVELY 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 


To Bind Papers Together 
To Keep Perfect Order 
To Prevent Loss 


Make Acco Fasteners the basis of your filing system. 
They keep papers bound together—loose leaf style— 
preventing loss, mis-filing, wasted time. Use them 
alone, in Accobind Folders, or in Accopress Binders. 
Sizes for all standard loose leaf centers. Ask your 
Stationer. 


ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


ACCO FASTENER 
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Quality brands in 
pencil erasers 


Each of these famous erasers serves a special 
purpose. Have them both handy for just the 
right touch you require — to assure clean and 
thorough erasing. 


. .. and in rubber erasers — it’s Goodyear! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 
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Sinclair 


VAN DYKE From page 

Typewriter eraser. Medium ( P - 

soft texture, excellent for The offices of the chairman of the board and the 
correcting originals or 


president are furnished largely according to their in- 
dividual tastes and are not governed by standards of 
size or decor. While they are somewhat larger in 
area than those of other executives, their furnishings 
and decor are in keeping with immediately surround- 
ing areas. 
EFFICIENT At Sinclair, the office design varies from a sugges- 
ECONOMICAL | tion of simple, streamlined efficiency in work areas, 
to one of gracious dignity in executive offices. The 
large executive reception foyer is one of three recep- 
tion areas for the executive floor, and is tastefully 


carbon copies. Available 
with (No. 6587) or without 
(No. 6580) brush. 


furnished with many fine pieces of the Georgian 
period. Soft lighting, deep pile carpeting, and the Eli 
interior location of this space combine to create a ma 
muted, restful atmosphere. Pa’ 
PINK PEARL In the Board Room, rich walnut panelling, chenille tial 
Ponell eraser. Makes correcting carpeting in beige, and a specially designed oval con- em 
easier. Cleans as it erases. In large ference table, combine to create an atmosphere of Tl 


(No. 101) and medium 


substance and vital purpose. Here, too, provision has 


en Seep ie. been made for sound-movie equipment. Wiring runs 2 
under the floor for this purpose; a movie screen rolls G 
up into a concealed slot in the ceiling. A loud- 
speaker is also installed. 
A large opaque glass window blots out what would 
have been a depressing courtyard view seen through 
wire mesh windows. This decorative window is il- 
Trade Marks Reg. U.S. Pat. Off. SINCE 1849 


luminated from the rear, and can be covered by hand- 
some drapes when films are being viewed. 


LIGHTING IS ABOVE STANDARD 


Two-level lighting for the Board Room comes from 
four sources—concealed lighting from the coffered 
ceiling; cove lighting around the perimeter of the 
room; “borrowed” light from the window (whose two 
light levels simulate daytime and dusk); and from 
two Georgian chandeliers. 

Lighting throughout the Sinclair Oil Corp. offices 
is above standard. The lease originally guaranteed 
a minimum of 35 foot-candles in all areas. Actually, 
these standards have been raised by Sinclair all along 
: the line, so that general areas now have 45 to 50 
EXECUTEVE furni- foot-candles, maintained. In certain work areas, flush 
ture is made for those type fixtures are used to increase ceiling height. In 
who appreciate the private offices, recessed type fixtures are used. é 

A unique feature of the offices of any firm in the 
oil industry is the map room—a center for all the 
ity, efficiency, and information which the corporate management has to 
beauty in office fur- have about its own oil-bearing properties, as well as 
the adjacent properties of competing firms and virgin 

y territories which have yet to be explored. 
BE A UT. name of your nearest At their former location Sinclair's maps, each in 
UNSURPASSED dealer. rolls about 125 feet long and in 14 and 18 foot 
inne widths, recording in large scale the locations of wells 


by county, as well as by state, had to be hand-cranked 
4 € * * | oa , é ¥ * ; from one point of scrutiny to another. This arduous 
\ cm 7 = & | a i ie a : driven. These days, when a clerk in the map room 
e *® | nN Cc “ae 


task has been eliminated by making the maps power- 
wishes to add, say, new information about the depth 


to whith a well has been drilled, or perhaps a pro- 


ultimate in fine qual- 


nishings. Write us for 


P.O. BOX 1048 — OKLAHOMA CITY, OKLA. 
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NWO USE 
LOOKING, 
OSCAR... You 


CAN'T SEF M 
PAYCHECK r 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate the time required for addressing, also chances of 
making errors. 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check. Nothing shows but the 
employee’s name. This improves personnel relations. 


THE N—you'll want to use “Outlook” envelopes for other 

purposes. All sizes and styles, with your choice of either 

glassine or cellulose transparency. 

Gite OAT 
. Write for samples and prices. 


of “Outlook® Envelopes. Est. 1902.7 


“« 


nds 


SING) U.S... 707 7. 


ON YOUR OFFICE TEAM 


ERASERSTIAG, 707 and 


For Pencil and 
Carbon Paper Marks. 


The All-American office team of 
COLUMBUS 1492 pencil and wood-encased 
EraserStik 7099 and 7099B (with brush) 
now has 2 new members....EraserStik 
7077 and 7077B—the new, better way 
to erase lead pencil and carbon paper 
marks. Insist on original EraserStik. 
Accept no substitutes. 


‘ALW)FRBER- CASTELL 


PENCIL COMPANY INC | NEWARK N J 


| 


COR PENCIL 


wo us.a 7077 B 


¢ 


ERA 


AW FPaBerR GRASER STE 


—— —_ 


Another Vanguard Leader 
HANDSOME, STURDY, ALL-STEEL 


UTILITY CABINET 


SUITABLE FOR EVERY 
HOME AND OFFICE 


Wins immediate favor for its 
rugged utility and streamlined 
good looks! Made of husky fur- 
niture-gauge steel throughout, 
with permanent boked-on en- 
amel finish in choice of Office 
Gray or Green. Flush-mounted 
door has genuine Yale lock 
with two keys to protect valu- 
ables, importont records, etc., 
in roomy interior. Rounded cor- 
ners and bross-finish handle 
emphosize modern styling, and 
prevent injury or damoge to 
clothing. 


AVAILABLE FOR 


IMMEDIATE DELIVERY — 
ORDER NOW! 


Made by the 
Manufacturers of the 
Well-Known 
VANGUARD 


KC Transfer Files 
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as WEST JACKSON BOULEVARD 
art CHICAGO 4 itt as 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Gsle.O fbr 


*T. M. Reg. 


Your “filing and finding” problems disappear when 
you use GuideO-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 

You will appreciate the ed and accuracy with 
which your records are filed and —_ instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
—- of ordinary folders is eliminated. Guide-O- 
olders just glide back and forth on their steel 
frames with finger tip ease. 

Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 
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Preferred in 
modern offices 
everywhere 


a» AReeow fAasrener [0../nc. 


SJ ONE JUNIUS STREET, BROOKLYN 12, N.Y 


‘CLASSIFIED ADVERTISING 


Rates are 15c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 


OFFICE MANAGEMENT & EQUIPMENT, 2/2 Fifth Ave., 
New York 10, N. Y. 


For Sale or To Buy 


WANTED—ALL TYPES Office Machines, Filing Equipment Furniture, 
Kardex, Acme Postindex. Will pay more than trade-in allowances. 


Write, Wire, Phone CAnal 6-2054. National Office Equipment Co., 487 
Broadway, N. Y. 


KARDEX, ACME, GLOBE-WERNICKE, Yawman & Erbe, Rand visi- 
ble cabinets, wood and steel. Addressograph Cabinets and Trays; Ledger 
Trays, steel _and insulated. Reconditioned first-class. Special prices to 
dealers. We also buy this equipment. Universal e Equipment 
Co., Inc., 7 Waverly Place, New York 3, N. Y. 


BIG SAVINGS, Rebuilt Addressing, Duplicating, Mailing Machines. 
Varitypers. IBM (new type) Warranted. The Adam Co., 250 3rd 
Ave., N. Y. ORegon 7-8765. (Idle Machines Wanted) 


Representatives Wanted 


Weather resistant, durable. Low prices make quick sales. ( Name 
plate 5” x 2” x %” sells for only $1.98—desk sign 5” x 1%” sells for 
only $3.50) Generous commission—free sample kit—no stock to buy— 
fast delivery on orders. Territories protected. Mention business reference. 
Write | Dept. O, New Hampshire Engraving Co., 371 Union Ave. 
Laconia, N. H 


On the job! 


Our volunteer speakers are 
saving thousands of lives to- 
day ...in factories and offices, 
at neighborhood centers and 
at organization meetings all 
over this land... showing peo- 
ple what they can do to pro- 
tect themselves and their fam- 
ilies against death from cancer. 


For information just telephone 
the American Cancer Society 
or address a letter to “Cancer,” 
care of your local Post Office. 


American Cancer Society 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscribers’ Information Department will 
supply you with any infermation you require re- 
garding the source of supply of any office equip- 


ment, systems, services or supplies. 


Write us whenever you are interested in learn- 
ing the source of any particular office service, 
article or brand name and we will endeavor to 


promptly advise you where it can be located. 


OFFICE MANAGEMENT 
& EQUIPMENT 
The Magazine for Office Executives 


212 FIFTH AVENUE NEW YORK 10, N. Y. 


OFFICE MANAGEMENT AND EQUIPMENT 
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duction figure, he actuates a control which starts the 
map rolling from one spindle to another. He stops 
the map when the county in which the particular 
well is located, comes into view. This control, in the 
form of a long roll in front of the cabinet, extends 
to the width of the map, so that it can be controlled 
from any point in front of the map. However, should 
the power fail, manual operation is possible. 

That’s the picture of the new Sinclair offices. The 
degree of success with which the entire effort has 
been crowned can best be capsuled by the story of 
the employee delegation that visited its department 
head on the first day of occupancy. This large depart- 
ment had elected a few girls to convey to its boss its 
heart-felt appreciation of the new quarters. 

They entered his office purposefully enough, but 
the spokesman broke down before her brief, prepared 
speech had gotten very far. 

“It’s wonderful,” she sobbed. “Just wonderful!” 

Perhaps it is equally wonderful that the efforts of 
a firm to provide the ultimate in good working con- 
ditions has met with such whole-hearted appreciation 
by the employees. In any event, it can only result in 
improved employee health, morale and operating 
efficiency. 

Some of the manufacturing suppliers of office fur- 
niture and equipment are: 


Air conditioning equipment, Carrier 
i o 

Chairs (executive), W. H. Gunlocke Chair Co., Wayland, 
N. Y., and B. L. Marble Chair Co., Bedford, Ohio, supplied 
by Desks, Inc., New York. 

Chairs (posture chairs), Art Metal Construction Co., 
Jamestown, N. Y. 

Conveyor system, Lamson Corp., Syracuse, N. Y. 

Desks (executive), Doten-Dunton Desk Co., Cambridge, 


Corp., Syracuse, 


Mass., Standard Furniture Co., Herkimer, N. Y., supplied | 


by Desks, Inc., New York. 

Floor covering, rubber tile, Hood Rubber Co., Watertown, 
Mass. Carpeting, Nye-wait Co. Inc., Auburn, N. Y. and 
Firth Carpet Co., Auburn, N. Y. and Bigelow-Sanford Co., 
New York. 

Lighting fixtures, Lightolier, Inc., Jersey City, N. J. 

Partitions (movable), E. F. Hauserman Co., Cleveland, 
Ohio. 

Reception room and occasional furniture, Custom Cabinet 
Corp., Brooklyn, N. Y. 

Safes, Mosler Safe Co., Hamilton, Ohio. 

Time clocks (other clocks), International Business Ma- 
chines Co., Inc., New York. 

Wardrobes, Vogel Peterson Co., Chicago. 

Water coolers, Kelvinator Div., Nash-Kelvinator Corp., 
Detroit, Mich. 

Woodwork, Juno Woodworking Co., Maspeth, L. I., N. Y. 


Industrial Management School 
Gets $1,000,000 Grant 


A grant of $1,000,000 to the new School of Industrial Man- 
agement, Massachusetts Institute of Technology, Boston, to be 
used exclusively for research and exploration of the broad in- 
dustrial management fields was made recently by the Alfred 
P. Sloan Foundation. It is the largest amount ever made avail- 
able exclusively for research in that area. This latest gift makes 
a total of $6,250,000 that the Sloan Foundation has contributed 
to the school. 

The original concepts of the school, as outlined by Mr. Sloan, 
are to correlate the complex problems of management in modern 
technical industry with science, engineering and a for 
the purpose of preparing young men to meet the exacting de- 
mands of industrial management. 


June, 1952 
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soRT-()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS IN USE For fast hand-sorting of cards, 


checks, letters, invoices, ers, 
€) business forms or public docu- 

ments. We make all types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
circulars. 
Representatives everywhere. 
Associated Industrial Designers 


P.O. Box 12562, Los Angeles 39, California 
Plant: 1248 East Sixth Street 


The Sorter 
Vou've Always Wanted 


REDUCE TYPING COSTS 
MASTER 


SPEED KEYS 


Faster-Easier-Better Typing 


Up to 20% more work can be pro- 
duced through the installation of 
Speed Keys on office machines. 
Typists and stenographers like them 
for these spring keys cushion the 
fingers, accelerate typebars, and lighten machine action. Speed 
Key users type faster with less fatigue and fewer mistakes, |m- 
prove office efficiency and morale; purchase Speed Keys for all 
machines in the office. 

See your typewriter or office supply dealer or send direct for a 


FREE ONE WEEK TRIAL. 
SPEED KEY CORPORATION 2°4,chomy $- 


SALESMEN 
ant «1952 1890 


Different? — Yes — but 
exactly alike in their 
dependence upon 


BEACH'S 
“COMMON SENSE” 
EXPENSE BOOKS 


to keep track of their 
traveling expenses. 


pach Publishing Co. 


7338 Woodward Ave. : 
Detroit 2, Mich. = 


Are Your Guide Tabs 
BROKEN? Cut them off and 


Unbreakable Substitute with 
Spring Jaws 
clamp them firm- 
ly to cards but 
permit removal or 


rearrangement. 


by transparent 
green,” yellow, 
sertable labels in perforated strips for typing. 
2 Sizes, 1 in. wide, and 2 in. Tops straight or bent back. 
Sold by leading stationers; U. S. and foreign, or sent post- 
paid to responsible firms on 30 days’ trial. Price list free. 
Samples (5 or less). 2 cents each. 
102.325 used by Sears, Roebuck & Co. 
CHAS. C. SMITH, Manufacturer, Box 821, EXETER, NEBR. 
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~ UNSURPASSED! 
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Knoll Furniture 


Knoll Fabrics 


Knoll Planning Unit 


KNOLL ASSOCIATES, INC., 575 MADISON AVENUE, NEW YORK 22,N.Y, 


SECRETARIAL DESKS from the Knoll Office Planned 


Furniture Group. The new L-shape design provides 
moximunr work area per square foot of space and 
brings wider flexibility to the planning of con- 
temporary offices. Structural base of black metal 
supports a burn and stain-proof, high pressure 
laminate top of linen or birch, with stepped-down 
typewriter extension left or right. Grouped in 
multiples of two or more, these desks form work- 
ing units of great efficiency in compact space. 
Knoll Office Planned Furniture is available in in- 
tegrated groups of desks, tables, cabinets and 
chairs for executives and secretaries. Information 


on request. 
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A Calculator that prints +. 
... and a general-purpose 
adding-figuring machine 


mise 


.-ethen you'll want this 
2-in-1 machine 


The Underwood Sundstrand Automatic _ statistical calculations ... without changing ; 
Printing Calculator makes a record of what machines. ) 
it does And how simple it is to operate! It per- 
...and what it does is PLENTY! forms all of its various functions with only 
10 numeral keys, all grouped under the finger 
tips of one hand. And no specially trained 
operator is required. 


... Adds... subtracts ... multiplies ... divides 
... gives automatic credit balances. 


Both large and small offices find it indis- Thanks to the famous Underwood 

pensable as a general-purpose, multi-purpose Sundstrand Keyboard work is speeded, fa- 

machine. tigue reduced, errors cut to a very minimum. 

The Underwood Sundstrand Automatic Yes, look at records ... the printed records 
Sundstrand Printing Calculator makes an operator more of the Underwood Sundstrand Automatic § 
e000 versatile ... saves time and money. It enables Printing Calculator! Consider all that it does 9 
z - - her to change quickly from payrolls toinven-_ ... for so little money. And you'll ask for a 
of om tories... from computing interest to figuring demonstration of this 2-in-1 machine today. J 
, ee 


Please send me your folder on the new 
Underwood Sundstrand Automatic Printing Calculator. 


Underwood Corporation 


Adding Machines . . . Accounting Machines 


... Typewriters . . . Carbon Paper : ne 
ae . .. Ribbons r j 
e ws One Park Avenue, New York 16, N. Y. : 
Underwood Limited, Toronto 1, Canada ' Street, = 
Sales and Service Everywhere © 1952 t City Zone State 
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